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.Books are keep to wisdom’s treasure; 
Books are gates to lands of pleasure; 

r 1 

1 Books are paths that upward lead; 

j. * '• i 

eBooks are friends, come, let us read. 


Emilie Poulsson 



CHAPTER -I 


I.J LT RODUCTIDN 

Owing to an unprecadentad explosion of knowledge in 
recant years, school libraries have a multi-dimensional role 
to play in the field of education* The procsss of education 
is not limited tiiithin the four walls of the class room. The 
grouth of education depends upon the growth of libraries. 

School libraries play an important role in the process of Edu¬ 
cation. Aim of the school libraries is not for mere collection 
and preservation of books and reading materials but making books 
available to the clientele and thereby helping them grow in 
their own way and trace out the route to achgive the goals of 
knowledge. The Father of Library Science and the dedicated 
librarian Dr.S.R* Ron^th& n has explained very clearly about 
the school library. 

1, The School Library is an open house for the students 
and he comes in at any moment of need to look dip books eithdr 
for information or for inspiration or for pleasure* This 
freedom of library itself often provides the means of stimula¬ 
ting the nuclear element in the students* 

In a School^Library is part and parcel of the educatio- 

j 

nal sat up and it can play a vital role in achieving the goals 
of the educational system. The Quality of Education can bB 
raised by providing a quality library in a school. 

By providing proper library facilities in the school 


1.Dr.S.R* Ranganathan '‘New Education And School Library"page 81 
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and by sncouranying the students to uge the school library 
regularly and properly the thirst for knowledga can bB quenched * 
Reading cheep bazaar guides hampers the originality of students 
and hence that ia to be discouraged. By in niw inculcating the 
reading habit the performance of students can be improved. The 
right reading habit must be cultivated in the youncj minds at 
the school stage. It is said that "Reading maketh a m&gn perfect." 
It is reasonable to question, "hou many students read effect¬ 
ively 7 1 '. As Samuel caleb Colt.i on says "Some read to think, 
these are rare "some to uritB these are common? Some to take 
and those form the greatest majority",' It must be the joint 
effort of the school librarian and ths teachers to inculcate 
the habit of using library in the creative minds of the youn¬ 
ger generation. 

It uas Albert Einstein who said "Education is to that 
which remains after one forgets all that one learnt at school". 

Here his emphasis uas towards the function of the school 
library in enabling the student to learn by himself rather than 
teaching everything. Education must aim at training the students 
to use ex.Vernalised memory also instead of completely depending 
upon internalised memory. The studdnts must irf^ibte the habit 
of reading books throughout his life whether he completes his 
schooling or not and whether he pursues his studies or net. 
Students must be told that all human beings are students from 
cradle to grave. Even an octogenarian is a student in the 
of knc^ladge. 

Ihe success of the library services in a school depends 
upon the effcient and effective role of the librarian as well as 




-3 


ths cooperation of ths teacher. The teachers toinselves must sat 

A. 

an example before the students by making optimum use of school 
library. The teacher can fas take books from the school library 
and introducer them to the class room .teaching them with suggestion 
that many such books are available in the library. Assignments 
demanding the use of school library books may be given to the 
students periodically and teacher must guide the students to read 
the school library books. Thus ths teachers can encourage the 
students to use the school library and in^culcate the reading habit 
among thB students. 

The National Policy of Education 1906 and itg programme 
of action has emphasised the propsr utilisation of library services 
in the educational institution by the teacher and the taught 
as fallouts. 

r r- 

2. Library services and their utilisation by staff and 
students have not been satisfactory in a large number of institution^. 
The facilities in these institution require to be strengthened. 
Recent development in the field of Educational Technology have a 
x greater potential for enriching the instructional process* 

The role of Resource i centres is* therefore* becoming pivotal both 
for the teacher and taught and astabilishment of learning resource 
centre in increasing number requires nscsssaryaction.” 

It is also emphasised in the National Policy of Education 
1906 about the quality of books and iraptflftance of library facilities 
in tha following lines. 


2*^Programme of Action” by Ministry of Human Resource 
Osvelppmant, page 55 para 19 

n 

» 
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3. Measures will be taken to improve the quality of books, 
promote the reading habit and encourage creative writing , . . 

Special attention will be paid to tha production of 
quality books for children including text books and work 
books 

a nation wide movement for the improvement of existing libraries 
and the establishment of new ones will be taken up*’. 

Consequent on the implementation of the National Policy 
of Education 1986, the school libraries will be highly utilised 
to serve their own purposes in all round development of the 
students and to play a vital role in the educational system, 

Uhat is being done all along is massive teaching methods 
in schools due to over crovjr iedness in the class room which can¬ 
not be removed totally from the education system at present. 

But the technique of massive teaching will not provide all 
round development to the children who ere the future citizentof 

l ( 

India, The present educational system is curriculam based; 
class room centered and examination oriented and it needs to be 
changed. Both tho teachers and the taught confine thair reading 
to class room notes and the limited number of prescribed books* 

In these circumstances there is no chance for extensive reading, 

A teacher who is not aware of proliferation of knowledge in his 
field, cannot suggest further reading of library books to the 
students. First of all, teachers must cultivate thB reading habit 
For this, the present educational system must be changed from 


3, ’’National Policy on Education 19B6’ 1 by Ministry of Human 
Resource Development page 22 para 8,8. 





curriculorii hssed to concept bssari, from class room centered to 
library centered, from examination oriented based on cramming 
capacity to examination system oriented to evaluate the knowledge 
and wisdom of the examinee. 

To achieve this, the stress shouBd be made on learning 
and understanding right from tha olementary education. Provision 
of a library with a trained f service - oriented librarian will bring 
a marked difference. Library should be associated with teaching 
programmes. It should be integrated with curriculum. The goals 
of National Policy of Education cannot bs fully realised without 
proper support of Library Services* '< 

Every year ; books are being purchased to in all the 

r 

school libraries according to the availa 1 blllty of funds in tha 
budget. Hooks, of course, are the vital elements in library 
science but separate rooms, racks and almirahs are essential 
components for storing, preserving and displaying the reading 
materials for the users of the school library, 

Pondicherry } being an educationally advanced state (U,T) 
requires only Quallt ative improvement. If it is achieved, 
Pondicherry will rank top in the Education sector throughout 
India, In order to find out how far tha school libraries can be 
used towards the quality improvement in the fialdLj of Education, 
the investigator has opted for tha study in Planning and Management 
of libraries in govt High School and govt Higher secondary 
schools of Pondicherry Region, 




STATEMENT OF THE 


PRDHLEM 


A STUDY IN THE PLANNING AND MANAGEMENT OF 
LI UR ARIES IN GOVERNMENT HIGH SCHOOLS AND GOVERNMENT 
HIGHER SECONDARY SCHOOLS OF PONDICHERRY (U.T.J. 




-7- 


IM££D FDR STUDY 

Many schemas are being implemented for b the expansion nf 
education in various stages or levels viz Universalisation of 
Elementary Education, Won - Formal Education, Education for 
Minorities education for women, Education for working children 
etc, under National Policy of Education 1906* But so far, concen¬ 
tration has not been made on the strengthening and improving of 
library services in schools which is a crucial one in the field 
of qualitative improvement of education. 

Simply purchasing a good number of books annually and 
storing them in almirshs of schools safely,will not serve the 

r 

purpose of improving the quality of Education* Initiation is to 
be given to thB students to Htafce use of the library. Library is 
a learning workshop or a learning laboratory where students can 
acquire knowledge and where students collect or select information 
relevent to their studies, interests and abilities* 

Hence it is essential to chalk out plans to organise the 
school libraries in a better way; the objective being the lf ut£lity #l 
of the information resources to keep pace with recent development 
in different fields. 




THE QROECTIVES OF STUDY 


Ta study the existing system of acquisition and processing 
of the library books and other printing meterial. 

To analyse the existing library system in schools in terms 
of their nature, adequacy and use. 

To identify the problems and difficulties in planning and 
management of school libraries* 

To suggest an aporatioanl plan for development of school 
libraries. 

To find out whether the libraries as par definition are 
existing in schools- 

To find out whether the existing libraries are baing 
effectively utilised by the institution. 

Whether the libraries are being used to supplement the 
process of class room teaching/ instcuctions or not- 
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REUIEU OF EARLIER STUDIES 


Mr. M*S. Satya Narayan, a participant of the second batch 
of Pre induction Training Programme for D.E.OIs in N I E P A 
had submittad his dissertation on 11 A study of the working of 
secondary school libriaries in Mangalore District, of Karnataka 
State". The author has analysed briefly the working system of 
school libraries in Man^golorB District, Reason for non utili¬ 
sation of the Library Services hy the students have not been 
brought out clearly. Sincere efforts have bean taken by the 
author in his sample survey in collecting the data. Bat the 
role of teachers and librarian in encouraging the pupils to 
make use of library at the optimum level have not bean discussed, 

Dr,V/,3« Panikar, a participant of Pre induction 
Training Programme for O.E, OJs in N I E P A for the year 1985 
has written his dissertation on M A study in the Planning and 
Management of Libraries in Higher Secondary Schools of the city 
of gwallier M.P. In his dissertation, he has analysed in every 
detail the existing situation, problem and issued on the 
Planning and Management of Libraries in Higher Secondary Schools 
of the city of gwallier. M.P, 

Mr, R.D, Singal, a participant of Pre Induction 
Training Programme for Q.E.OJs in N I £ P A far year 1988 hag 
written his dissertation on "A Study in Planning.and Management 
of libraries in Senior Secondary schools of chandigqrh (U,T.) 

In his dissertation, he ha3 discussed the issues and 
problems of the school librarian of senior Secondary schools 
and secondary schools of Chandigark (Union territory) 
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METHODOLOGY 

1, Listing and reviewing the related studies mads already 
on this subject. 

2. Delecting schools-Coyt. Boys’ High School, Govt* Girls 1 
High School, Govt. Higher Secondary Schools, Govt, 

Girls' Higher Secondary Schools arc selected for collec¬ 
ting information. 

3. Dates have bean collected with the help of separate 
Questionnaires to the heads of institution,librarian, 
teachers and students. Since most of the schools - 
Govt. High Schools, are Tamil meduim schools, tho Quost- 
ionnarie for students are translated in to Tamil 
language also, 

4* Tho Questionnaires were tried out in one school and 

it was modified and reviewed on the basis of thair res¬ 
ponses. The final information were collected with thB 
help of improved and modified questionnaire. 

TOOLS AND TECHNIQUE 

The data have been collected through questionnaire. The 
Questionnaire for librarian is Annexura I, Questionnaire for 
Heads of Institution is Annexure II, Questionaaire for Teacher 
is ftonexure III and Questionnaire for students is Rnnsxure IV,' 
The Questionnaires usre first tried out in a school and then 
modified and improved accordingly before collecting data 


from other schools* 
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Questionnaires to the heads of institution^librarian, 
teachers and students. Since most of the schools - 
Govt. High Schools, are Tamil meduim schools, the Quest- 
iannarie far students are translated in to Tamil 
language also. 

4. The Questionnaires were tried out in one school and 

it was modified and reviewed on the basis of thair res¬ 
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from other schools. 
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DELIMITATION OF THE STUDY 

Owing to the limited time at the disposal of the 

invsstigotion, only Government high schools and Governments 

higher secondary schools of Pondicherry Region alone are 

33 15 

going to be studied i,e, JlS Govt* High School and 33 Govt. 
Higher Secondary Schools of Pondicherry Region. 

NATURE OF SAMPLE CHOSEN 

Out of 15 Govt. Highar Secondary Schools of Pondi¬ 
cherry Region there are Three Girls Higher Secondary Schools 
exclusively for girls students and 4 Higher Secondary Schools 
for boys students. The rest of schools are mixed schools* 

Out of 33 Govt. High Schools of Pondicherry Regions 
7 are Govt. Girls High Schools, 3 arB Govt, Boys High 
Schools and 23 are co-educational schools. 

All the three type of schools in Pondicherry Regions 
C15 Govt. Higher Schools and 33 Govt* High Schools) are 
chosen for the sample study. In each school Datas ax® have 
been collected through Questionnaires from head of Insti¬ 
tution, Librarian » three trenchers and three students 
as samples. 


Responses were received to the questionnaire from 
9 Govt,Higher Secondary Schools and 15 Govt.High Schools 
only. 
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SCOPE OF THE STUDY 

II ' ■■ ■ I - 1 I 1 ■ -• J ' ' ' *-r 

Pondicherry state conoids of four region namoly 

(1) Pondicherry Region (2) Karaikal Region 

(2) Fla ho Region ( 4 ) Yanam Region 

Pondicherry Region is surraunded by Soui'th Arcot 
Dist, of Tamil Nadu, Karaikal Region is an enclave in 
Tanjore Dist* of Tamilnadu, Maho region lias in Karala 
(in between Connors and Balicut) and Yanam Region is 
geographically part of East Godavari Dist. of Andhra Pradesh* 


Ths existing number of Government High Schools and 
Government Higher Secondary Schools in Pondicherry Stats 


are given below 
Region 

Pondicherry 

Karaikal 

Nahe 

Yanam 


region wise)« 

Na.af Govt.Hr. 
Sec, Schools 

15 ‘ 

4 


No, of Govt, 
High Schools . 

33 

12 

6 

3 


Out of the four regions, only high schools and 
higher secondary schools of fohdlfecherry region are chosen 
for the sample study. 
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CHAPTER - II 

ANALYSIS OF THE EXISTING STATE Of SCHOOL LIBRARIES IN PONDICHERRY 

2.1 i 

” OeforB starting our studies in Planning and Management 
of school libraries of Pondicherry Region it would be useful 
and essential to know about the situation of school libraries 
of Pondicherry* (in respect of their planning, organisation, 
management and functioning)* 


PLANNING A N 0 ORGANISATION 
LIBRARY AND LIBRARIAN 


2 * 2 ; 

All the high schools and higher secondary schools 
of Pondicherry are hawing school libraries but they are not 
used properly by the pupils in their all round development* 
Librarian are appointed in all high schools and higher secondary 
schools uho are only certificate holders in library science* 

The librarian of these schools are not provided uith book lifter 
byt however in higher secondary schools, ono attender is provided 
to the library to assist the librarian in the functions and 
maintenance of school libraries* 


2*3 i 

The required particulars about the present situation 
of school libraries have been collected through a questionnaire 
to the librarian (Annexure i), a:i questionnaire to Head of 
Institution (Annexure II), a questionnaire to the teacher (Anne¬ 
xure III) and a questionnaire to the student (Annexure IV)» 
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INFOnnflTION COLLECTED FROM THE LIBRARIANS 
TEACHER CLJn LI1RAR IAN5 

Q. No»5 t 'Jhat is your educational qualification? 



T A 3 L 

E 2-1 






Type of 

school 

Having fitaii 

Qualified 

librarian 

Having unqua- Having Having 

lifiad tsgcher atten 

librarian cum dant 

librarian librarian 

Govt* High 
sc hools 

100$ 

— 

— — 

Govt. Higher 

Secondary schools 100$ 


- 

F>0m 

the table 2-1 

it may be 

clearly seen that al.1 


most all Governmant High$ Schools and Government Higher 
Secondary Schools are having qualified librarian (Certificate 
holder in Library and Information Science) 

Q» No* 6« Are you having a separate room for library and 
separata room for reading roofci? 

T A 9 L E 2-2 



Percejrjtaqe of schools havinq' 


Type of 

Separate Separate 

Both libary 

No separate 

school 

library reading 

and reading 

room at 

room room 

room are in 
one room 

all 


Govt* High 


schools 

10$ 

90$ 

Govt* Higher 

sechondary schools 

90$ 

10$ 
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Ficom Table 2-2, it may be found out that 90# of Govern¬ 
ment Higher Secondary Schools and 10# of Government High 
Schools have separate library room whBrein enough space is 
provided for reading room. The rest of schools are either 
housed in staff room or office room. 

Q,No. B S Hog many almirafea, rgcks and other furnitbre, do you 
have in the library? 

TABLE 2-3 


Type of 
school 


Percentage or schools having 
Almirahs Furniture 


Adequate Inadequate 


Adequate indequate 


Govt* high 

schools 100# - 10# 90# 

Govt, higher 

secondary schools 100# - 90# 10# 

OJVL 

Adsqaato almirahs available to accommodate the books in 

A 

both Government High Schools and Government Higher Secondary Schools* 
Out sufficient furniture is not available in 90# of Sovernmant High 
Schools and 10# of Government Higher Secondary Schools for reading 
purpose, 

Q.No.10 i \Jhat are the type of books and number of books available 


in your school library? 

TABLE 2-4 



1, Curriculum based books 459 635 

2, Novels and Storias 1280 1135 





1 


2 


3 


1 6 


3. 

Science books 

320 

1044 

4. 

Litereturs books 

660 

1307 

5„ 

Books on Arts & Music 

229 

439 

6. 

Social Science books 

212 

422 

7. 

Biographies 

173 

122 

a. 

Reference books 

195 

221 


9* Other books 


,Mo.11 i Have you properly classified and catalogued the 
books in your library? 


TABLE 2-5 


Type of 
school 


Percentage of libraries 


Properly catalo Not properly cato 
gued & classified logued S. classified 


Govt* High Schools 38x5/2 61*5% 

Govt*Higher Secondary Schools 5D% 50% 

Table 2-5 shoups that only in 5Q% of Government Higher 
Secondary Schools and 36*5% of Government High Schools* library 
books are classified and bh&B jgMBid catalogued. Tn rest of school 
libraries, books ara not at all cJZ&ssified and catalogued. 

Books are only entered in the accession register. 

Q.No.12 i Do you have open shelf system or closed shelf system? 


T A B £ E 2-6 


Type of 

Percenta 

as of school having 

school 

Open ^lf 

system 

Closed shelf system 

Govt* High Schools 


7*6$ 

92.4% 

Govt* Higher Secondary 

Schools 

25% 

75% 
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Table 2-6. shows that 7.6$ of Government High Schools 
and 25/5 of Government Higher Secondary Schools have open a 
shelf system. Majority of schools i.e 75$ of Government Higher 
Secondary Schools and 92.4$ of Government High Schools are 
Fallowing closed shelf system only. 

g„No*13: Da you allow students to select books they are inter¬ 
ested in by themselves? 

TABLE 2-7 

_ _ , Percentage of scTioo ls w^re pupils are 

Type of school allowed to select ’ Not allowed to "select 

Govt. High Schools 71.5$ 28.5$ 

Govt. Higher Secondary Schools 87.5$ 12.5$ 

Fa^m table 2-7, it may please be seen that 71.5$ of 
Government High Schools and 87,5$ of Government Higher Secondary 
Schools are allowing the students to select the required books 
by themselves though most of the schools are adopting closed 
s?elf system. 

U.Ho.15 8 When did you complete your csrtificate/Diploma course 
in library science? 

All the librarians are having certificate in library 
and information science before entering into service, 

Q,No.16: Have you ever attended any inservice training prog¬ 
ramme in library science afterwards? 

All the librarian^are having certificate in library 
and information science before entering into service. 20$ of 
librarian have attended in-service training programme. Others 
have not attended any training programme in library science* 
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Qn. No, 17 : Hou many books do you issue to studBnts and 

Tsachers at a time and hou lonn con they 
retain the books? 

In Government higher secondary school » studen— 
>—ts are allowed to taka two books from the library and 
keep them for a fortniaht, In government high schools 
students are alloued to taka 1 book for a uouk, 

Regarding teachers, they can take 5 books at a time and 
keep thi=m for a fortnight, 

Qn, Mo, 16 : Are you getting nsusijapars/pcriodicalg in your 

school? 

TABLE 2—7(a) 

Percentage of government higher secondary sch— 
-ools that subscribed 


Nature of subscription 

English 

T am il 

Newspapers 

100$ 

1 00# 

Ueekly 

25# 

75# 

Fortnightly 

20# 

25# 

Monthly 

20% 

25# 

Quart erly 

- 

- 

Percentage of government high 
that subscribed. 

TA3LE 2—7(b) 

schools 

Nature of subscription 

English 

T @m il 

Newspapers 

10# 

10# 

Weekly 

- 

- 

Fortnightly 

- 

- 

Mopthly 

- 

— 

Qu arterly 

- 

— 
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In all Gaverhmant higher secondary school, newspapers 
are available and limited mtarnber uBsklias are available and 
students are gottinn the bonefits of reading them. Tut in 
most of government high schools, no dailies, weeklies and 
magazines are being subscribed for schools libraries. 

BOOK S E LECTION ACQUISITION 

From the samp'Is study, it was observed that all 
government higher secondary schools haws book selection r 
committee consisting of principal as chairman and librarian 
as member and subject teachers as members of the committee 
to sBlect books far libraries annually. Book fair will be 
conducted svsry year uharein loading publishers will parti¬ 
cipate. Host- of the books will be purchased in book fair* 

In case of nonavailability of books,orders mill be placed 
to the publishers who will send the books afterwards* 

For high school books are sffiljacted at the inspectorate 
level. The Chief Educational! Officer is constituting 
a book selection committee under his chairmanship, Talanted 
teachers in each subject are mrambers of book selection commi 
ttee. They select the relevant books to the tiH»e of 
amount sanctioned^each school. On the whole to all high 
schools indents are placed for supply of books or at times 
oaf books selection are made in book fair also* Thus, all 
high schools are being supplied with the same set of books* 

To all schools,funds ( are allotted and 
sanctions are issued at the Directorate level. 
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On# No 4 1 9 1 Uhat methods do you uso to attract students? 
to use library? 

In 50 % of government hinher secondary schools 
students are being attracted to the library by encourag¬ 
ing reading Job habits 40$ of Government hinher secondary 
school by arranging book exhibition and 10$ of government 
higher secondary school by conducting elocution corr^l^tl 
tion. Similarly in 50$ of government high school students 
are attracted to th r ’ library by encouraging reading 5 
habit, 20$ of government high school are encouraging libr«- 
ary reading by conducting book exhibition and 20$ govt# 
high school by conducting competition and 10$ government 
high school by discussion method# 

3n.No,20 ; Are you involved in the decisions mak’inq of 
school library? 

T A D L E 2-8 



Percentage 

of schools 

Type of 

schools 

Librarian invol 
ued in decision 
method 

Librarian Mot 
involued in 
decision method 

Government 

high school 

21$ 

21$ 

Government 

school 

higher secondary 

50$ 

33$ 


In government higher secondary school 50$ librarian 
are involved in decision cnakoing whereas in government hxr,s 
high school only 21$ of librarian are involved^decision 
k;c making* 
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Qm,No, 21: Do the teachers suggest any books to bo purchased 
for school libraries? 

TABLE 2-9. 

.. * M ”‘ p¥rog7^^q'e J '~pf r ' > s l chool5 in ubich 

Type of Teachers suggest Teacher do not suq gfc^t: 

schools Annexu Annexure Annoxu Annexure 

rs I III re I III 


Govt* 

High school 

64:2 

79# 

55# 

21# 

Govt. 

higher secondary 

100# 

85# 

- 

15# 


school 


Annexure III Qn.No<,19 is also compared hereuith 
from the table above, it may be seen that in government 
higher secondary school most of the teachers give sugge¬ 
stion for purchase of library baoks^whereas in govern¬ 
ment iEHKkBrs igiMB isssx high school-teacher give Ibss 
suggestion for purchases of library books, due to thoir 
lack of interest in library service. 

Qn* No, 22, Is there any management committeFi for school 
library? 

T ABLE 2-10. 


Type of 
schools 


% of schools in which management^Qommittee 
Exist Do not exist 


Govt, high school 

6 % 

94# 

Govt* higher secondary 

school 13# 

87# 


Most of government high schools and government higher 
secondary schoolsdo not have any management committee 
for school library#*' 








•7 '? 

On*Wo.24 i If hooks are lost, do you recover the cost of 
the books from the borrouer/librarian? 

The reader is responsible for the loss of books 
He should either replace uti or the cost of book is to be 
recovered* 

Qn»Ho« 25 « Hou often do you make Physica^l verification of 
library books? 

TAB Li 2-11 




Percentage of 

school 

makinq 


Type of 
schools 


Physical veri 
fication Annu 
ally 

Physical 

fication 

ally 

veri 

Biannu 

Never 

done 

Govt, high 

school 

100$ 




Govt.higher 
school 

secondary 10D”o 





All government high school and government higher 
secondary schools are making physical verification annullly 
at the end of financial year. 

Qcu l\lo»58 : Identify the problem that you are facing in 
running the school library? 

There is no separate reading room in the library. 
Reader's Ticket system is to be introduced to reduce the 
uorkload of librarian on circulation of books. One 
flttender or Book lifter may be at ths service of librarian to 
-e£- assist him in library services. 





RESPONSE QF THE PRQ1QC I PALS TO THE QUESTIONNAIRE 


Qn.No.5i Uhat is ths total strength of students in the school? 

T A U L 2-15. 


Type of 
school 

Percentage of schools 
total - strength of pu 

showing 
Pils 


300-400 

40 0-500 

500-600 

600-700 

,700—BOO 

Govt, high 

12 . 5'2 

21,5 r ,‘$ 

2B r 5% 

1072 

2B.5% 

school 






Govt.higher 



12.555 

2.5% 

62.555 


secondary school 


It may be sasn that 62.5% of Government higher 
secondary schools are having strength more than 700 whereas 
2Q/Z of Government high schooBare having strength 500 
and above. 

Qn.No.6: How many teaching staff are there in your school? 

TABLE 2-14 


Type of 
school 

10 

Percentage of 
of teacher 

schools showing 
in school 

number 

to 20 21feo 

30 

31 to 40 41 

to 50 

G ovt.high school 

5052 


225 S 

20 

Govt.higher secon 
dary school - 



15% 



From table 2—14 about 75jo of government higher 


secondary school are having teachers between 31 to 40 and 
50?S of government high 3»hool are having teachers between 
21 to 30. 

Qn« No«7i Do you have a library in the school? 

All the Heads of Institution of sample study have 


replied/agreed that there exists a library in their schools* 








fln.No. 9 • Uho is incharge of the library? 

T ABLE! 2fti|2-15 


Type of 
school 


Percentage of schools having 
Quli,Librarian UnQuli.Lib. Teas. Others 


Govt, high school 100 /j 

Govt,higher secon 10C3/o 
dary school 


In all government higher ssc indary school and 
Government high school, a qualified librarian (Certifi 
cato holder in library and information service)is appointed. 

Gin.No.12: Do you charge library fees from students? 

Though fyeeeducation is provided to all children 
of Pondicherry yet special fees are collected annually out 
of which of Rs.1. is bBing collected as library ^gbs from 
each student annually in government high school and govern¬ 
ment higher secondary school and the same is remitted in govt 
revenue account. 

Qn.No.15. How the library fees are being utilised? 

The amount collected as library fees From students 
are being deposited under the Head-Revenue and Receipt 
by Head of Institution. 

Qn.No.17 i Who selects books/Hournals/other method for 
school library? 

In government high school. Books and other reading 
materials are selected at the Inspectorate level. The ins¬ 
pecting authourity Chief Educational Officer/Deputy Director 
is the chairman of the book selection committee and 
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selected subject teachers from different schools are the mem¬ 
bers of the committee* They select books for high Schools* 

In Government Higher Secondary Schools thB book selection 
committee is Riafc set up under the chairman ship of Principal 
and subject-uise Post Graduate Teacher/School Assistant 
as members. The committee selects the books for Institution, 

Q«No*18i Is your Librarian a member of the library committee? 

In Government Higher Secondary Schools the librarian 
is the member of the library committee in selecting books for 
library,In Government High Schools there is no library committee 
at all. 

q*No*25 i Uhat is the procedure followed for the loss of books? 

In all Government Higher Secondary Schools aid Govern¬ 
ment High Schools,when a book is lost, the cost Df the book 
is recovered from the concerned reader who lost the book. 

If' the loss of the books is not traceable, than the librarian 
is held respensbble for the same* 

Q,No,36! Is there any norms to purchase books based on the 
number of students/Teachers? 

There is no specific norms to purchase books based 
on the strength of the students/Teachers* 

Q,No«38 i Are you having Audio Visual Equipments in your school? 
q* No,39i UhBre do you keep them? 

Almost all Government Higher Secondary Schools and 




Government High Schools are having Audio Visual Equipments 
and they are kept safely in Laboratory under the rjb custody 
of scidnce teachsr and not in the library. 

Q.Ho,44 « Uhat are ths suggestions to improve the school library? 
It is suggested that 

1, A separata reading room uith adequate furniture 
is necessary. 

2, Funds are being allotted at the fag end of the finan- 
—cial year. Dearth of time poses a atp problem iyj 

selection of books. 

3, Since rate of discount for purchase of books is 
stipulated, books of great value published by 
book Trust of India, Sakatheya Acadomy could not 
be purchased. 
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RESPONSE DF THE TEACH ERS TO THE QUESTIONNAIRE 
q,No.3: Do you use schools library for referring books? 

TABLE 2-16. 



Percentaqe of Teachers 

Type of 

Refer books in 

Not refer books 

schools 

library 

in library 

Govt. High 

Schools 90$ 

10$ 

Govt* Higher 

Secondary schools 100$ 

- 


From the table it may bo seen that almost all fcfe 

teachers of Government High Schools and Government Higher 

one 

secondary schools^rBf erring books in school library. 

Only 1Q$- of teachers of Government high schools are not referr¬ 
ing library books in the schools library* 


q+ No,9i Hou do you encourage the students to use schools library? 

TABLE 2-17 


Type of 

schools 

Perce ntaq 

e of Teachers 

encouraging by 

library home 
work 

library room 
reading 

referring 

dictionaries 

Dig 

cussion 

Govt;High 

school 60$ 

25$ 

7B$ 

32$ 

Govt, Higher 

Secondary schools 28*5$ 

46$ 

75$ 

38$ . 


From the table it may be seen that in 75$ of Government 
High Schools and Government Higher Secondary Schools students 
are being encourageeLto use school library by referring dictionary. 







In 60 % of Government High Softools, students ere being encouraged 
to use library by givolng library based homework. In rest 
of schools students are encouraged to read in library reading 
rooms, refer dictionary and do library based homeurok. 

V * 

Q.No.lO* Da you get books/Journals that you need from your 
school library? 

TABLE 2-13. 


Type of 
Schools 


Percentage of teachers who get books 

according# to not according to 

thAir need their need 


Govt. High schools 67$ 33$ 

Govt* Higher 

Secondary sahools 85$ 15$ 


From the table 2-18 it may be seen that 67$ of Govern¬ 
ment High Schools and 85$ of Government Higher Secondary Schools 
are having books according to the nBeds of teachers in their 
school library. 

Q,MD.12 : Uhat type of books do you like to have in your 
school library? 

T Art B L E 2-19 


Percentage of teachers showing different 


Type of 


type of 

books they 

like to study 

schools 

Text 

book 

Poetry 

Novels 

Stories 

Science 

book 

General 

knowledge 

book 

Biographies 

Govt. High 
Schools 

78$ 

63$ 

75$ 

83$ 

45$ 

Govt, High 
Secondary 

Sc hools 

82$ 

06$ 

71$ 

3 6$ 

1 B$ 
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From the above table,it may be seen that 78$ of teachers 
of Government High Schools and 82$ of Teachers' of Government 
Higher Secondary Schools are sfcw referring text books. Host 
of the teachers are referring science books and General Knou» 
-ledge books from the schools library. Only less number of 
teachers arc Taferring Biographies* 

Q,Mo,13 : Hou many books do you refer in your school library 
in a month approximately? 

T A a ILE 2-2 G 


Range of 
books in a 
month 


Percentage of teachers in __ 

Govt. High School Govt.Hr * Sec.School 


Mil 

20$ 

- 

1 to 5 

53$ 

50$ 

6 to 10 

27$ 

40$ 

11 to 15 

- 

p* 

16 to 20 

- 

- 

21 to 25 

- 

5$ 

26 to 30 

— 

5$ 


Teachers of both Government High Schools and Govern¬ 
ment Higher Secondary Schools refer 1 to 5 books in a month 
from the school library. 27$ of teachers in Government High 
Schools and 40$ of teachers in Government Higher Ssco ndary 
School are referring 6 to 10 books in the 'school library, whereas 
only 5$ of teachers in Government Higher secondary Schools are 
refereing 21 to 25 books and 26 to 30 books from the school 
library. 




g. rsin, i a i Do you have^practice of reading £»pr® important news 

As 

from the daile9 in the morning assembly? 

TABLE 2-21 


Type of Prscentaqe of schools 

Schools Reading news Not reading news 


Govt. High Schools 

in 

in 

45% 

Govt. Higher secondary 

schools 

57% 

43% 


From the above table it may be seon that almost 50% 
Government High Schools and Government Higher Secondary Schools 
are in the habit reading news from the neuspaper during morn¬ 
ing assembly session* 

Q.No.lS ; Do you think your librarian is helpful in ancourageing 
students to use school library and help teachsrs also? 

T A 9 LE 2-22 



Percentage of 

schools uherein 

Tupe of 

School 

Librarian is 

Librarian is not 

Helpful 

Helpful 

Govt. High School 

07.5% 

12.5% 

Govt. Higher Secondary 

School 06% 

14% 


From the above table it may be seen that librarian 


are highly helpful in encourajging students to use library 
and also helpful to teachers. 

Q.No*19; Have you aver suggested to the library to purchase 
books of your subject that you^f are teaching? 
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THOLE 2-23 


Type of 

Schools 


Percentage of 

t eache rs 


Suggesting for 
purchase 

Not sli ggast ing 
for purchase 

Govt.High 

Sdhool 

79$ 

21$ 

Govt.Higher 

Secondary 

school 05$ 

15$ 


Host of the teachers suggest to purchase books of their 
own subject that they are teaching* 

r 

Q* N0o2D S Is there any problem in purchasing books suggested 


by you in your school library? 

TABLE 2 -24 

Type of Perc o ntaqe of leathers uho have 

School Some problem No problem 

Gov/t* High shools 32. 5% 67.5$ 

Gout* Higher 

Secondary schools 21$ 79% 

In most of the school teacher do not have an y problem 
in purchasing books suggested by them* 

Q»No«271 If givaA, charge of school library^How will you improve? 

It is suggested that 
1* Open access system will be followed 

2, All type of books will be purchased 

3. Library will bB kept open dM even after school hours and 
during holidays 

4* students will be sncourageitby conducting grou$p discussion 

reading Biographies and by conducting allocution competition* 

5. Before purchaseing subject teachers will be consulted* 

6. Reference books will bB made available frsBly, 





RE5PG0SE OF THE STUDENTS TO THE QUESTIONNAIRE 


Q,No,6; Oobs your school library function during working hours/ 
after uorking hours/during holidays? 

TABLE 2-25 


Type of 

school 

Percentaqe 

of libraries that work durinq 

Uorking 

hours 

after work Holidays 

ing hours 

Govt. High Schools 

B 6 % 


14$ 

Gcvt. Higher 
Secondary Schools 

90% 


io D Z 

From the 

table 2- 

25 

it may be seen that 90^S of the 


Government Higher Secondary Schools and 06y» of Governmat High 
Schools, libraries are functioning during uorking hours of 
schools. Only 14 % of libraries in government high schools 
and 10^ of libraries in government higher secondary schools 
are uorking after uorking hours. No school libraries is 
functioning during holidays, ‘sincB the libraiiftn*>are vocation 
staff, 

q,No.7: Do you like to use school library during holidays? 

TABLE 2-26 


Typs of 

Percentage of schools uhersin students 
durinq holidays 

Schools 

Like to use 
library 

Do not mss like to 
use library 

Govt* High Schools 

B3% 

W% 

Govt. Higher 
Secondary Schools 

Q0% 

20 % 


Above table indicates that B0% of students of Govt* 








higher secondary schools and B3$ of students ass of govern¬ 
ment high schools like to use library during holidays. The 
rest of the students do not like to use during holidays, 


Q,No.08 Do you read books from your school library? 

TABLE 2-27 


Type of 
schools 


Percentage of schools wherein students 

Read library books do not lijarsxy 

reaH library books 


Govt, High Schools 

93'$ 

1% 

Govt# Higher 

Secondary Schools 

94$ 

6$ 


from table 2-27 it may be seen that more than 90$ 
of the students of governmart higher schools ax! goverment high 
schools are reading library books from the school library. 

Q e No«9i If no, taHH ms the probes reasons? 

TABLE 2-28 


Percentage of schools wherein students claim different rB9ons 


for not useinq library 


Nature of reasons 

Type of schools 

g.TTTsT gThTsTsT 


1. Not aware of the book issues 

facilities in school library — 

2. No interest in reading boofts 

other than text books 2% 

3. Interring books are not available 

4. Find no leisure time to read librarybooks _ 

5. Parents prohibit reading other books 2 % 






Nature of reasons 


fljype of schools 
G, H, S * G * H, S * S* 


No idfca about importance of 
extra reading by usjSing library 

1?S 

— 

Due to difficulities in getting 
books of the library 

2$ 

6$ 


q, No,ID : What types of books do you study from your school^ 
library? 


T A 3 LE 2-29 


Tyoe of 
schools 


Percentage of students who study books of 
_ different nature from the school library 

Text Novel Bio- Poetry Book Genl. Sci. Piet, 
books story graphy drama on Know, book9 story 

travel 


Govt, Hiqh 

Schools ' 28.5/o 31/2 14$ 

24$ 

2B.5$ 

64$ 

55$ 

33$ 

Govt. Higher 

Secondary Schools 2B.5$ 31,5$ 14$ 

14$ 

23$ 

65$ 

57$ 

20$ 


From the table 2-29,it may be seen that students of 


both government high schools and government higher secondary 
schools are very much interested in reading general knowledge 
books and science books rather than story books. Biographies etc. 
q.No.11 i Who has inculcated in you the habit of us&?ing library? 

T ABL E 2-30 


Type of 

schools 

$ of 

schools wherein students 
to use school library by 

are motivated 

Libra 

rian 

Teach 

ers 

Head 

master 

Parents 

friends 

others 

Govt.High Schools 

30$ 

40$ 

2 6$ 

5$ 

7$ 

— 

Govt.Higher 

Secon. Schools 

14$ 

57$ 

3$ 

8*5$ 

28.5$ 

8*5$ 




From the table 2-30,it is seen that teachers have played 
important role in motivating people to use school libraries 
in government high school and tosi. government higher secondary 
schools* In high schools, 30$ of librarian and 26% of 
Headmasters hase also encouraged library reading* 

q*No.12 : Doss your librarian help you in getting the books 
that you need? 

TABLE 2-31 


Type of 

% of schools therein 

students are helped 

by librarian not 

by librarian 

Sc hools 

Govt,High Schools 

9B/a 

2% 

Govt. Higher 
Secondary Schools 

91$ 

9% 


Abova table indicates that in 91$ of government kiifc 
higher secondary schools and in 98$ of government high schools 
the librarians help thB students in getting books they need* 

q.No * 13 i Are you allowed to select books of your oun 


choice from the x school library? 

TABLE 2-3*. 


Type of 

Schools 

~ u 

/ of schools uhsrein selection of books 
for reading ara 

Done by 
student s 

not done by 
students 

Govt.High Schools 

9 3$ 

1% 

Govt«Higher 



Secondary Schools 

09$ 

11$ 


Table 2-331.indicates that in nearly 90$ of govern¬ 
ment high schools and government higher secondary schools pupils 

are allowed to select books of their own choice From the xb 
school library. Only 7$ government high schools and gxtiRXx 
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11% of government higher secondary school are not allou**ef 
ing students to select books by them salves* 

Q.No.15» How many books can you take from your school 
library at a time? 

TABLE 2-33 


Type of 

% of student 

s who received books 

as follows 

sc hools 

No hooks 

one book 

two books 

any number 
of books 

Govt. High Schools — 

71% 

N> 

OH 

5% 

Govt. Higher 

Secondary schools — 

77% 

20% 

3% 


Table 2-33 indicates clearly that majority of 
pupils of both government high schools end government higher 
seaondary schools have reported that generaly students can 
get one book at a time from their school library. 24$ of 
government high schools and 20$ government higher secondary 
schools have mentioned that they get two books at a time. 

Q.No.16i How long can you keep the library books with you? 

TABLE 2t34 




Typa of 

sc hools 

% of schools that 

lend the 

books for 

one 

week 

one fort 
niqht 

one 

month 

as long 
as they want 

Govt, High Schools 80% 

14% 

3% 

3% 

Govt. Higher 

Secondary Schools 57% 

17% 

- 

2 6% 


From the table 2-34 it seen that 80$ government 

high schools and /f57$ government higher secondary scho&ls are 

lending books bo students for one week .whereas 26$ of govt, 
higher secondary schools are lending books for a longer period* 





i \« No» 171 Do you get books of your interest from your 
school library? 


TAB L l 2-35 


Type of 

Schools 

5Sof schools wherein students 

get books of their do not get books 
intrest from library of their interest 

from library 

Govt* High Schools 

70.5$ 

21, 5% 

Govt. Higher 



Secondary schools 

94$ 

6 % 


The above table indicates that most of pupils are 

getting books of thoir interest from the school libraries* 

yo** 

Q tt No2t: Uhy do use library ? 

1 F\ 


TABLE 2-36 


Type of % of schools wherein students show different 
Schools objectives of libraries studies _____ 

to impra to prepare study spBnd io imp comp other 

ve know for exam, for leisu ress lete objec 

ledgs plsa rs teach home tives 

sure time era & work 

____ parent 


Govt* High 

schools 80$ 12$ 19$ 4B$ 2 % - 5$ 

Govt.Higher 6B*$$ 6$ 2D$ 60$ - - 

Secondary schools ___ 

Table 2-36 clearly indicate that majority of the 

students ; fram both types of schools,study library** books to 

IV 

increase their general knowledge and to spend leia^e time 
usefully* 
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CHAPTER III 

PLANNING AND MANAGEMENT QF SCHOOL LIBRARIES 
ISSUES AMD PRPOLEHS 


Analysing the information collected from 9 Principals 
of Government Higher Secondary Schools, 15 Headmasters of 
government high schools, 24 librarians of government higher 
secondary schools and government high schools 70 teachers and 
77 students and aRakyszKig examining the existing situations, 
it is learnt that libraries of government higher secondary 
schools and governments high schools of Pondicherry Regions 
are having some problems. They do not have any financial pa 
problems. Hut they have other kinds of problems which can be 
categorized under 3 Heads* They ars (a) Administrative 
Problems (b) Technical Problems (6) Physical Problems. 


(a) AOHINSSTRATIV E PROBLEMS 


The administrative problems of school libraries are 
of two kinds i*e. (l) External (2) Internal. 

1, External ; External administration is concerned with 
the administrative authorities of Government of Pondicherry 

2. Internal: Internal administration is related with 
library itself i.e, Maintaining, Planning and Managing that 
are the duties of the librarian and look out of the Heads 
of Institution* 






SPACE AND LOCATION OF LIBRARIES 


From the sample study conducted, it has been found that 
there are dearth of space in government high schools to house 
the library in a separata room and there is no separate read¬ 
ing room facilities in some government higher secondary skh 
schools# In many government high schools, the librarysm 
is housed aither in the staff room or in any other room 
such as laboratery, games room etc. As such, tua open bbbx 
access system cculd not be followed. Only closed system 
is adopted. The pupils could not set and read in the school 
library owing to this situation, in government high schools. 

In government'higher secondarys school though therftis a 
separate room for library yet there is no separate reading 
room in it. 

FURNITURE FACILITIES 

From the sample study, it h R s been found that 
there are adequate almarihs to stors the books in the library 
in both government high schools and government higher secondary 
schools of Pondid-arry, In the case of government Higher secon-- 
dary schools there arc sufficient furniture to accommodate 
the readers.iH But in the case of governmet high schools 
there is no adequate space and furniture to accommodate the 
readers in the school library. 

In fact due to dearth space, some high schools 
ara run in shift systems in the same building* 




STAFF IMG PRD3LEP1 


In the sample study, from the Table 2-15 it may be seen 
that almost all high schools and higher secondary schools are 
provided with one fta&iaRfc Assistant Librarian who are certi¬ 
ficate h'dldsrs in library and Information Service* But 
they are not provided with tha assistance of an attender or 
a book lifter to holp them in their field of work* Service 
of students are being utilised whenever necessity arises* 
Librarians are unable to render their best and effectives 
services in school libraries due to lack of staff to help 
them in their work. Hence thay cannot do proper justice to 
their jab in Libraries. Whenever any teacher goes on leave 
the services of the librarian are being utilised as a subs¬ 
titute in the plane of that teacher in some schools. When 
necessity arises, the service of the librarian are also 
utilised in the office work also. 

In the aboVB circumstance a poor and ineffective 
maintenance of the library and si lack of interest on the 
part of librarian are the ultimate result of this situation. 

Besides the librarians in schools are aiso in 
charge of the Book Bank Schame.Biss In the begining of every 
accademic year they hove to issue text book to the eligible 
students under the Book Bank Schema and collect the same at 
the end of'each academic year. 




41 


PROCEDURE FOR WRITING OFF THE LOSS OF 
BOOKS AND OUT DATED ROOKS 

The proocedure for disposing of the old and out dated 
books £b is by the method of public auction with Government 
approval for the samB, The Head of Institution must send 
proposal for disposing of obsolete* uorn-out hooks to the 
Government in G.F.R.17* adopting the usual procedure* 

After obtaining the Government sanction, they must be as 
auctioned. 

For loss of books, the reader or student is insisted 
on replacement of the book* If the books are not available, 
then the recovering the cost of books from the reader or 
student is to be carried out* If the loss of book is not 
traceable then naturally librarian has ba«ft the respons¬ 
ibility for the same. This procedure is being followed to 
make the librarian tc be very attentive in his library service. 

But however, it sickens the mind of the librarian and makes 
them not to render best library service in the school to the 
readers. They always care for preserving the books under 
safe custody to avoid any loss for which they are held responsi ble. 

STATU5 OF LIBRARIANS 

In almost all High schools and higher secondary schools, 
librarians are treated equal to the teaching staff. They are 
getting other benefits also as that of teachers. They are 
getting fixed medical allowance, of Rs.15/- per month and 
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teaching allowance of Rs.lQQ/- per month and vocation in 
schools like teaching staff. 

They are enjoying the status on pAr with teacher 
and hence thereis no problem in this aspect. 

LIBRARY PERIOD IN THE TINE TABLE 

One period in a week hag been allotted as a library 
period in most of high schools and higher secondary schools. 

During library period, pupils are aibloued to select 
tho books of their interest for home reading ,one student is 
allowed to take one book at a timetable3L-3"5)In feu schools 
two books are issued for a fortnight,only Issue Register 
system is followed for circulation of books among the students. 

Some times for X Std. pupils and XII Std. pupils 
(as they are facing the public examinations) library periods 

i 

are being converted in to subject periods and given to the 

• i 

subject teachers to complete the sylabus or to conduct revi- 

i 

sion tests as per the necessity arises, 

SELECTION AND PURCHASE: OF BOOKS FOR SCHOOL LIBRARY 

In all government higher secondary schools, the 
Principal under his Chairmanship constitute a library committee 
and effect the purchase of books during book fair conducted 
in Pondicherry Region based on the needs and requirements of 
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their institution in each and every subjects within the limits 
of the funds alio—tted to their institution towards purchase 
of library books^of course the committee consists of librarian, 
subject teachers under the chairmanship of the Principals. 

In Government High School the Inspecting Officer con¬ 
cern used to constitute a 3ook Selection Committee under his 
chairmanship." The members of the committee are mostly teacher 
from each disc.ipline 4 of teunia. the standard and qu;JLuti^ of books 
are given importance in selecting the books. The committee 

selects a set of books limitting to the funds allotted for 

C OUMZ <T%n '6aj-ne Cjf £cak* ana- 

each school® of,supplied to all schools. 

In this system of purchase, each school may not QBt 
the books needed for their school. Some times already availab&fe 
books may be added in some schools. 

UORKLOAD OF LIBRARIANS 

From the sample study, it is found that Librarians 
are assigned library periods of we ps* one period for each 
section of every class An a weak. The librarians during the 
library period are issuing library books to the students • 

In schools, where accomodation facilities are available, students 
are alloyed to come to the library for reading books during 
library period* In school libraries, open access sustem is 

not followed byt only closed system is adopted. Also librarians 

♦ 

are not provided with any attender or book liftBr to assist 
him in the library. Only services of the students are being 
utilised whenever necessity arises* 
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TECHNICAL PROBLEMS 


Technical Problems can be divided in to different kinds 
as fallows. 

1o Accessioning 2. Clsssificatidn 

3. Cataloguing 4, System of Issuing books 

So Display of new arrivals. 


ACCESSIONING 

The procedure followed in recording the following 
particulars about the books porchased in the stock register 
wlhich is called Accession Register. 


1. Date of purchase 2 
3. Name of the author 4 
5. Title of the book 6 
7. Price of the book 8 
9* Remarks 


Accession number 
Name of tha publisher 
Source of supply 
Order number/Sanction number 


This work of accessioning have been done in all 
government high schools and government higher secondary school 
of Pondicherry. 

CLASSIFICATION 


Grouping together of books that are alike Bither 
in subject or in library form is known as classification and 
for the libraries this is a process to secure economy and 
effeciency in the use of books. In most of schools, classi¬ 
fication of books are not done. Only in a fau schools, only 
interested librarian havB donB the classification with uestad 
interest* Any one of the following system for example 
Ranganathan*s system of colon or Deuer's system of Decimal 
classification can be followed* At,least, a broad subject- 
wise classification has to be dons. 
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CATALOGUING 

Cataloguing moans compiling of a list of books in the? 
library* The catalogue may bo of an author catalogue, a rm 
subject catalogue, a title catalougue. In the worfcbj 
C.G* Wiswanathan, M A catalogue wBich Is an instrument of 

instruction to children is a desiroalba model 11 . In most of 
school libraries, cataloguing is not done. In all school 
libraries, books are to bo classified and catalogued* 

SYSTEM O F ISSUING BOOKS 

During the library periodp, books are issued to the 
students following Issue Register system. In most Df the E 
government high schools and government higher secondary 
schools closed system is followed vide Table,2-6 only in a 
very feu schools open access system is followed by the service — 
minded librarians* 

Free access to the books to the students must be 

provided, 

DISPLAY OF NSJ ARRIVALS 

In most of schools, only the list of newly purchased 
books are being circulated to the staff and to thg class. In 
some schools they display the jackets of newly purchased books 
in the Notice Boards. Some schools do not notify about the 
new arrivals to the student and also tb the teachers* 

PHYSICAL PR03LEM 

There are certain Physical problems such as shortage 
of space and building, shortage of staff, shortage of furni¬ 
ture for saparata reading room, lack of ventilation and Joi 
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and light facilities, civer-crcudadnGss of students in each 
class shortage of Audio Visual Equipments, lack of interest 
in motivating the students to use nf the library for their 
all round development which makes the library simply a store 
room for housing the books, and other reading materials* 

Some schools are run in shift system due to dearth of space. 
Only one librarian can not manage a school library. An atten- 
der or a book lifter is absolutely necessary In a school lib¬ 
rary to assist the librarian in his work, Separate reading 
room should be made available, or necessary arrangements may 
be made in the existing library room to provide sufficient 
space for reading room with tables and chairs to accommodate 
a class of 40 students at a time, The teachers and the 

i 

librarian should create interest in the minds of youn^ students 
to use library in the school freely. Open access system 

should be adopted in-stead of the closed system so as 

» 

to provide free access of books to the gtudents. All the 
audio visual equipments must ba kept in the library and 
the librarian should be incharge of those jegMimiR 
equipments. 
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CHAPTER IV 

FEATURES OF A G OjJP SCHOOL LI BRARY 

Main features of a good library to bs astabilished in 
every school and requirements that aro essential for thsir imp¬ 
rovement are as follows* 

4-1 1* A school library must have adequate and up to 
date collection of books that are well chosen to enrich the 
teaching programme to generate in the minds of th.o student a 
spontaneous m Uigs For learning* 

2, Sufficient staff must be provided in each school 
library. The librarian must be wall trained, service oriented 
and efficient to bring greater "kinfact on children to k* makB 
optimum use of library, 

3, This centre of learning sab should be the hub 6f the 
school activities, 

4, Both the students and staff of the school should 

4jdLn+*y 

know to make use of the school to tne optimum level, 

A 

5, It must atni aim at promoting the academic growth of 
the pupils by becoming an integral part of the educational system. 

6, The library should kindle the curiosity of thB 
children. The effective library service should create a taste 
in reading. Far all these, a well furnished reading room must 
be made available in each *b school library. 
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THE SCHOOL LIBRARY 

PLAMMIMG ORGANISATION AND RANAG SPENT 
PLANNING 

li_ location of school library 

4.2 i 

The school library must have. 

a) . Tha librarjiar^s office room provided with cupboards f 

shelves and storage space. 

b) a conference room to hold 5 or S pupils in small groups 
for discussion. 

c) A reading room to accommodate additional readers when 
the main library is occupied by a class during library 
hour. 

d) A stock room where booled may be kept safely. 

4.3 i n Tha library should locate in a place of accessible dist¬ 

ance i.e« in a cantral position to all other class rooms 
and must be provided with the following essential things. 

1. callm, quiet and hygenic atmosphere must prevail in a 
school library* 

2. Amplo light facilities and adequate ventilation either 
natural or artificial must be provided. 

3. Sufficient floor space to enable the pupll3 to use school 
library comfortably either in groups or individually 
must be provided. 

4. Separate entrancemust be made available so as to enable 
tha students to use it even when the school is closed* 

5. There must be adequate provision for expansion. 
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THE LIBRARY ROOm 

4a 4 { 

Tha Secondary Education Commission ha 3 recommended te®' 
to have 4Q students in a class room and 500 to 750 students 
in a school* In the class room, provision of IQ sq.ft.per 
pupii must be provided* 


4*5" 

Based on the above recommendations, accommodation in a 
school library must be mads available for 40 students to sit 
at a time in addition to 30 students ten of other class and 
to 5 teachers. Thus seating arrangements for s minimum of 75 
persons at a time is necessary* 

4,6: 

Arranging tables, chairs, books cases and gang ways, an 
area of 25 sq.ft, par reader must be provided and fcsh thereby 
reasonable standard size of a library room will be 1875 sq e ft. 
( 25 sq* F&t. x 75 person) 


0 RGANI5ATI0N 


FURNITURE AND EQUIPMENT 

Tha following furniture are basically required equipment 
and furniture for a school library. 


1, Shelves to arrange and display books and other reading 
material * 


2 , 


Tables ard chairs. 
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3« Work table and chair for librarian 
4 • Card catalogue cabinet. 

5* Stand for display of magazines and Newspaper. 

6. Bulleten board/Notice Board and Display case for 
New arrivals. 

7. Book Trollsys. 


SHELV/I N Iff 


4.0: 

The shelving system may be of two kinds: (l) Uall shelves 
(2) Unit stacks. The average capacity of 1 unit book case 
ia likely to keep 25 volumes per shelf. Thus a book case of 
7 feet height and 9 inches of depth uith 7 or 0 shelves can 
accommodate 200 volumss nearly* 


4.9 : 

In Pondicherry Region, the average strength of school 
is about 500. 1. n A satisfactory provision in the country 
would be 0 to 10 volumes per child. 11 Accordingly 500 x 10 = 
5,000 ie a reasonable number of books in e school library and 
the required number of unit back case will be 5,000/200 s* 25 
which shofries the average number of book cssb in Bach school 
library. 


TABLES AND CHAIRS 

4-10 : 

Students should not find a class room atmosphere in a 
school library tc avoid displeasure or frustration. Entire 
atmosphere must be different from that of class room atmosphere 


C.G* UISUANATHAN, n The High school library page 25. 




«■* I 


to attract tham in ths library more frequently and for that 
the typical class furniture 9uch as desks and benches must be 
avoided. beautiful screen window, decorated walls will make 
the library room more a place of pleasure for reading books* 
Tables may be round and rectangular or ulliptical s&rjbk in 
chape alternatively in order to provide variet'y and beauty. 


4.11; 

Tables of dimension G* x 3-2* may be provided for 6 
readers to accommodate. Chairs should be simple and stremg 
and for comjForts cushion seats may be provided with round backs 
and look attractive in appaarcncc. To sum up what is dfesired 
is that 2, '•The rerjcsnunt al atmosphere and direct instruction 
of the class room-must be replaced ny absolute freedom to think, 
read in the library 11 . 


A UORK JMLK AND CHAIR FDR LIBRARIAN 

A. i z » — ' ■ — -.. . 

The Scholl lihrarian has to attend to many activities 

y 

in his office. A table, provided with 2 drawers in which chan¬ 
ging of trays can be kept, may be provided to the librarian 
along with a comfortable chair to work* These may not be very 
attractive but comfortable and congenial. 

MAGAZINES AND NEWS PAPERS DISPLAY RACK 


413 S 

Different types of racks are needed for the display of 
Magazines and newspapers. The stand, with inclined wooden 
surface fixed from the wall, provided with a spring rod that 
hold the wBW*pa» news paper in position down tho central fold 

t» c 

_ r t 

2, C.G. Viswanadhan "The High school library page 25* 


r\ /. 
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Magazine display-cum-storing Rack 
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may be of one kind. Another one is an island stand, steap.ly 
sloping on both sides provided with a hingsd metal strip 

jt 

t 

whch holds the paper along the central fold. This can be 

A 

moved to any place conveniently as we require, 

4* 158 A series of steeply sljtfdpinq shelves 
provided with ledges wherein magazines and periodicals may 
be placed on them* This will be one of the host methods 
of display. Those shelves may also be hinged in orddr that 
they can be raised forwards and upwards* The space behind 
it, may be used for planning the previous issues of that 
particular periodicals on display* But these type of shelves 
should be at a reachable height 9 ^Q^mally 3 ft, of running 
space on wall stands (if they are used) or gt the same 
height if suffiqpnt shelves are used; since children read 
magazines mors interestingly and seriously than news papers. 

4* 14: BOOK TROLLEY 

It is an useful equipment in 
a school library but not an essential itBm of it* 

4* 15? BULLETIN BOARDS 

Suitable arrangements can be made 
for this as in ths case of news papers and periodicals. 

4*16? DISPLAY CASE FDR NEU ARRIVALS 

For display of new arrivals, these 
will be useful* Children will be attracted to the library 
to see the new arrivals display* 

BOOK SELECTION, MAINTENANCE AND PROP ESS IMG 
4* 17: BOOK SELECTION 

Book selection must be made as follows* 
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1 0 Books selected must mset tha needs of readers both 

for class room work and for recreation in dither wise 
both for information and imagination. 

2 a Books may be selected in such a way as to maintain 
a balance between the needs of pupils of different 
subjects, interests and ages ataking into account 
the needs of younger children also* 

3. Books selected should be as good as possible. 

In thB words of Drurry, the purpose of selecting 
books is to provide best reading for the greatest 
number at the least cost. To sum o' up ^books for 
school library have to be selected on merit basis 
of content and in relation to utility for school work. 

MAINTENANCE AND PROCESSING 

A** IB* 

'■* Soon after receipt of the books, the librarian 
should check it against the order list and invoice. The 
librarian should collate them and return at once if 
found defective* 

ACCESSIONING 

^ Accessioning is the process of recording the part¬ 
iculars of books purchased in the stock register which 
is called the accession register which bears the various 
columns as follows. 

1. Date of acquisltifln (2) accession Number (3) Author 
(4) Title (5) Publishers (6) Source of supply (7) Price 
(a) Call number (9) Year of publication. 
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CLASSIFICATION 

4. 20 : 

The term "classification” has been derived from 
Latin word, ** Clasis " which uas originaly used in ancient 
Roma to distinguish ons of the six orders of the pepple 
divided according to wealth or imp©tftanca with a view to 
distinguish one category of people from the otherl 4. 

"The puppose of a library ia to make available the 
d&sirad information to a reader in the least possible 
time. To serve this purpose promptly and effectively, 
a librarian has to find out a method or scheme of classi¬ 
fication which suits the nature of his collection or clientele 
Classification means putting together of simlar things 
or more fully described, it is the arranging of things 
according to likeness and unlikeness 1 ** Success or 
failure of a library, whether it is a school library or 
public library, depends upon the classificatifln of books 
and other reading materials* It enables both the reader 
and the librarian to locate or find out the required books 
easily and quickly. 

In brief, classification ia essential in any 
library to the assembling, finding, selecting and rejecting 
books* 

4* 21; In higher secondary schools and in high 
schools a simpls working classification, according to the 
size of the school library and number of books available, 
will be sufficient to serve the purpose. It is the look out 

4* 3*S* Sharma, "Library organism". Page 71, 



S6 


Catalogue "Cabinets 
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af ths librarian to arrange the reading materials 30 that 
books on the same topic are found together on the shelves 
and books on allied topics near them# 

4. 22: 

The necessary fundamental tuIbs for classification 
should be borne in mind by the school librarian. 

1• Classify a book according to its subject firsb and 
then within that subject by its form. 

2. Place the books under the mast specific ar precise 
heading possible* 

3. If a books deals with 2 or 3 divisions of a subject* 
classify it in the ona which is predominant,, 

4* If it deals with a new subject, decide to what 
main class or division it belongs; 

CATALOGUING 

4* 23: 

It is very important to know the difference between 
cataloguing and classifying, 

4. 24: 

Classifying means the process of arranging books 
according to subject by whatever scheme is chosen. 

Cataloguing means compiling of a list of books in the library. 

5. "It is a record of the material in a library. It is an 
art of making racords in sach a manner that they may be 
readily ? talent if ied, located and examined". 

If. 2S: A catalogue is a list of the contents of the library 
it may be of an author catalogue, a subject catalogue, a title 
cat a l®9 ue or a classified catalogue. 


5. CJ.S, Sharma, "Library organism” page 72; 





4. 26: 


In high schools and higher secondary schools, 
ue may have a catalogue which shall be so simple that 
one can explain it to children and make them understand 
it easily. 


CIRCULATION OF BOOKS 


4. 27? 

L/hile processing the book for use, a quick method 
of circulating them should be considered for adoption# 

In oach and every library, books are grouped in to two 
categories# They are (l) Bookjafor lending (2) Books for 
reference only. 


4. 28 : 

Books for reference are not to be issued for home 
reading# They must be refered, read and consulted in the 
library itself# Books for lending are ordinarily meant for 
reading at home# 

METHODS OF ISSUE AND RECALL ADOPTED BY THE LIBRARIAN 

4# 29 i 

The following methods are in 

O) Borrowers Register (2) Book slips (3) Browne system 

4. 301 i3 SRRQUERS REGISTER SYSTEH 

Use of register for issuing books is the oldest method 
adopted in school libraries since long time. It can be easily 
operated and even thB presence of the librarian is not 
essential. But whBn issues are heavy sn d issues and returns 
are to be carried out within a stipulated short period, then 
the Register system is not found to bs very effective# It 
often takes a long time to trace an issue when a book is s 




or tuo, "Beaded Ticket} yhsrein his name, class, date of 
sxpiry and the registration number are written* A standard 
size of it will be 3" x 2", 




turned. Thig is most suitable rrj? for small school library 




dus date* The Rgador 1 s Ticket along uith book card is kept 
in ths charging Trny wherein thBy are arranged according to 
classification and dus date* This u/ill be kept in tho library 
till the book is returned tc the Library. In other words 
when the book is uith tha student, his ticket gill remain 
in the library. When the book is returned at tha counter, 
the Reader’s Ticket can be located from the charging tray 
either uith help of the dta date or uith tha help of classifi¬ 
cation number* Then tha book card is inserted in the book amid 
Reader's Ticket isreturnad to the Reader or the student. 


4* 35 * 

This is a very familiar method generally used in school 
libraries. The great advantage of it, is that it* operation 
is quite easy and rapid and needs no writing work either by tha 
students or librarian. Tha school librarian can adopt this 

method effectively and efficently. 

USE OF NEUS PAPERS AND PERIODICALS 
4. 36i " ” " " 


A reading room has to be provided for the school library 
wherein the periodicals and Dailies can be displayed. The 
sub-standard dailies have to be avoided* One local news paper 
and one standard news paper at National level can be subscribed 
for th b library* If sufficient fund3 are available, at least 
four periodicals relating to literature, scijupcs, sports and 
general subjects msy be subscribed for the school library* 


MANAGEMENT 

4 37 5 

' The number of personalis to be employed in a school lib¬ 

rary is as follows* 

(l) One librarian (2) One Assistant Librarian(if the strength 
of the school exceeds 500$ (3) One book lifter* 
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The* thrsa types of duties and responsibilities of a school 
librarian are as follows! 


4, 30 : 


EDUCAT10NA L 


The success of a sbhool library depends upon the librarian 
who must be well—Qualified and efficient* The School librarian 
shouHd carry the touch of knowledge about the curriculum, 
about tha instructional methods employed by the taacher and 
about the books and other reading metsrials for the teacher 
and the a taught, Tha librarian should teach the pupils the 
art of useing books in the library especially reference books 
dictionaries, encyclopaedias, atlas etc. 


TECHNICAL 

4, 39 ! 

"Library hour is the most suitable hour for individual 
attention* During that hour the student isteliov/ed of forced 
regimental marches and is allowed to feel at sags and takB his 
□ wen pace, Genuis will sprout even from a dung lieap". During 
the library period the librarian should guide thB pupils the 
methods nf to use basic reference tools like bibliographies, 
EataiByw catalogues in locating and selecting tha reading 
material according to thair taste, and needs. 

4, 40 8 

The librarian should select and order popular books, 
magazines and periodicals based on the needs of the schools 
arti taat§s of the students. During acquisition hard bound 
library edition are to be preferred * Books should be of 
informative nature, A good collection of books on adventures, 
fairy tales, biographies, travelogue, detective stories, novels 
comics ate, are to be acquired. New arrivals must be circulates 


6, Dr* S.R, Ranganathan, "New Education and School Library 1 ' page 
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or their Jackets must bs displayed on the display rack to 
attract tha pupils to the library. Books ars to bs classified 
and catalogued so as to enable the readers to cull out tho 
books they need, library muet render the best services fcn fctoK 
by giv^Ing individual attention to the students to ensure 
all students thB ablity to master the information skills. 

The librarian must bring the books and pupil 3 close to each 
other by hia sincere service. The librarian must select the 
right type of books in a ^systematic way* He must be in the 
know of latest books published from time to timB. Hie select- 
ion of books must be relevant to subject concerned basBd on 
the need of ttreacher and students# Selection of books deter- 

o 

mines the standard and usefulness of the s cho^l library. 

ADMINISTRATIVE 

4. 41 : 

The administration of school library is the daily 
routine uork of the library to cater the needs of the prospect¬ 
ive readers. The librarian must provide the required books 
and other reading materials according to the varying demands 
and different tastes of the teacher and tha taught. For this 
first of all the librarian should understand the students 1 
interest. An additional quality of the librarian is the love 
for rendering service to the readers. The new books should 
be kept in an attractive way to catch tha attention of the 
readers. Publicityy must ba made on the Display board to 
provoke interest in reading. He should also maintain statis - 
tics about the number of books issued number of returned. 
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numoer of new arrivals, number of books uorn out nufeber 
of periodicals and magazines subscribed, stc # 

4, 42 i 

The librarian will ba responsible for giving due 
publicity to good books, neu books arrived in the library 
by preparing and circulating book lests to tho staff and 
ths students, displaying the jackets on the display board/ 
not&ce boards » Book reviews can be brought to the notice 
of the readers. The librarian should make the school 
library as a eynosure to attract students by beautiful 
decorations, display of natural scenes and by arranging 
flower pots and also by employing publicity methods skil¬ 
fully. The publicity may be done in any one of the following 
ways. 

(l) 3ook Display (2) 3ook Exhibition 
(3) Library periad ( 4 ) Library catalogue ( 5 ) Library Signs 
and posters (6) Accession lists ( 7 ) Reference service 
(q) Display of book jackets (9) Library news in school 
magazines, 

BOOK DISPLAY 

4. 43 ; 

Different kinds of display of racks, show cases and 
jacket boards la&elled with attractive legends may be used 
for displaying the new arrivals* The attractive caption 
may be written as follows* 

1* Have you read these? 

2. Fresh arrivals 
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3. Qo not miss these 

4. Here is the latest 

5. Good rsading 

6. Don't miss this one 

7. 3ooks of the Hour 
G. Just arrived 

9, Lest you forget to read 

10 flay I meet you 

11 looks you waited for 

12 For you only 


BOOK EXHIBITION 

tt, 44: 

School library can organise book exhibition within 
the library (from time to time) on diffirent occasion 

such as Independence Day, Republic Day, Children’s Day and 
Birth Days of distinguished persons, On^ each occasions, 
tha readers and students should be made auara of the avai¬ 
lability of related material in the school library • 


LIBRARY PERIOD 


4, 45 i 

During the library periods, students must be allowed 
to pick out books themselves whatever they want to read. 
Librarian should bs service oi^ented and love for students 
to make the pupil understand the Bxact utility of library 
in the school. He can develop their interest in reading 
a particular Jot book by telling a feu good and interesting 
points in the book. For this, he must have love for books 
and thorough knowledge of books available in ths school 


library* 




4 . 4 6 i 


LIBRARY CATALOGU£ 


In the nutshell, library catalogue shows what 
a liarary has, gives necessary particulars about the 
available books# 


LIBRARY SIGM.S-flN U.-PDRTFHS 

4. 47 ; 

It is used to promote reading, todiract readers to 
a particular sections, to draw attention to rules and regu¬ 
lations of library, to help tbe readers to locate the books 
he is looking for. 


ACCESSION LIST 

4. 4B : 

It may be issued once in a foj£ night or once in a 
month, indicating the books recently arrived in the library. 
It may be arranged either according to the accession number 
or in an alphabectical order or subject wise. If the school 
is publishing any journals periodically, this may be added 
in it, as library news.' 1 


SCHOOL LIBRARY RULES 


4. 49: 

A sat of rules in an essential part of the library 
Administration. They are the means to achieve an end. 

The language usBd in it must be simple and easy to understand 
Students must realise that he is prohibited to do certain 
things in the interest of other readers. It should help 
the policy of S^'LIve and Let Live", 


7. Alexander Pope in his peem. 


"The QuitetLife n 
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Rula.1, NAME OF A SCHOOL LIBRARY AND PLACE 
Name of the School library and place must bo printed 
in bold letter. 

Rule.2. LIORARY TILINGS 
"l^nciCca^a, 

Here t-he^tim^ings af library kept open during 
working days* during holidays^; during summer holidays 
and during examinatior/days. It also must indicate the 
lunch time (during which it will be closed) and the 
tirneing for issue and return of books. 

Rule.5. History of Library 

Xbruftdicates the types of books and reading me&erials 
available in a library. A brief history of library will ht 
of interest to the students to assess its importance and 
utility. 

CLASSIFICATION AMD CATALOGUING SYSTEM 

4. 50 i 

A note about the classification jqh and cataloguing 
system of the library will help the student to cull out 
the books they need themselves and the librarian’s burden 
of finding out the books they demand is sufficiently reduced* 

LOAN SYSTEM OR ISSUE SYSTEM 

4. 59; 

It tells about the issue of books to the students 
adopted in the school from time to time. 
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4.51 : 


LOAN SYSTEM OR ISSUE SYSTEM 


It tells about the issue of books to the students 
adopted in the school from time to time. 

GENERAL ISSTRUCTIQNS 

a* K\/ery body must sign the register kept at the gate, 
b. All the belongings like, books, bags* boxes, 

umbrellas, etc. should be kept outside or deposited 
uith library attendant at the entrance. 


c* Smokeing is prohibited in the library 


do Dag—earing tne page's of a book, marking uith ink or 

taking out pages* damegfing it* uill make an injury 
to the book uhich is a serious offence. 

Qo Help to keep the books and library clean and fresh. 


f. Strict silence must be ©bsereved* 

g. No one should steep in the library uhile 
reading a book 
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SCHOOL LIBRARY AMD ITS FUNCTION 5 

4 . 52: 

Prof.5.R. Ranganathan has laid strsss on his well 
knoun Principles a 3 Five Rules of library as follftua: 

1* Books are far use 

2. Every Reader his or her book 

3. Every book is reader 

4. Save the time of the user 

5* Library is a growing organisam 

4 t 53 i 

The above five rules cover all the functions of a 
good library* Rut under the present circumstances school 
libraries not only in Pondicherry byt throughout India are 
not function in a satisfactory condition except a feu exceptio 

a sgHB flk . H mssssjms j smsssL 

4. 54: 

A school library must support, compliment and extend 
the school's education programme. Library Reading should 
become a part of school curriculum and the teacher and the 
taught should make use of tha library services in their 
day to day activities, like science laboratories, library 
is also a laboratory for humanities and library period 
should bo taken as a period for practiaal uork. 

4. 55; 

The students must be asked to maintain a diary in 
which they must enter the following information. 

1* Date of commencement of reading 
2. Dare of completion of reading 
3* Name of the ajthor 
4. Title of the book 
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4. Title of the book 
5• Year of Publication 

6. Number of pages 

7. Name of the publishers 

6* Neu Hsd words, Pheasas and expressions learnt 
from the book. 

9, A short account of stricking illustration 
if any 

10. Gist of books in 3 sentences. 




SUMMARY. OF FINDINGS AND SUGG ESTTPNS FOR TnPRDl/ FMFMT 

.mi Md'VW HWWWW W*m -W»l —■■■ 

All §Qvernmnnt high schools and ga.vsrnmsbt higher secoridary 
schools are having a library of its own limitting to the avai¬ 
lable resources* In many of govex-mment high schools library 
is housed dither in the staff room or in any other bm room 
due to shortage of space and bdiilding* Some schools are 
run in shift system owing to dearth of space and building* 

A separata room should be provided for the school 
library instead of housing it in some othBr rooms* Then 
only the school library will serve the purpose for which it 
is established in the school. Sufficient space for reading 
room should be provided to accommodate a class of 40 students 
at fcnxa least. 

The librarian is not provided with any assistants 
to help him in his work in the library. Only services of 
tha students are being utilised by tho librarian whenever 
necessity arises. 

At laast one attendelr or a b’oflik lifter may be provi¬ 
ded in each school library to assist him in tho library. 

The services of the librarian should be fully 
utlised in the library services only . No other work should 
be given to the librarian so that tha interest of the librarian 
in improving the library and library services will be affected. 
The librarian should dedicate his service for the library 
and to the library# 




Pupils are not sufficiently motivated to use the 
library books* wsn nsu arrivals are not, ififormod or brought 
to the knowledge of the pupifos and staffl 

The librarian should display tha jackets of nBij books 
on the notice boards also book reviews may be displayed 
librarian should display the nsu arrivals with attractive 
caption inside the library* Library should be neat and tidy 
and decorated with beautiful pictures, wall hangers, flower 
pots so that library must become tine centre of attraction 
inside the school. Whenever students find any leisure time, 
they must be tempted to step in the library. Librarian 
should be very cardial and helpful to the students in locating 
the books they need. Both the 'teacher and the librarian 
should join together in chalking out programmes such as s 
el/ocutian competition, library based assignments and thus 
create interest in the minds of pupils to use thB school lib¬ 
rary effectively and usefully during their school life. 

It must be this joint effort of thB school librarian and tea¬ 
cher to incul^ite the use of library in the minds of young 
children. Important national festivals,birthday celebrations 
of eminent people, are to bs celebrated inthe library and 
the services of the students may also be utilised in arranging 
the function and thereby librarian can kindle interest ito of 
the school library amoun^ the pupils. 

The existing closed system of llfexBxyxtanRkBxln 
keeping library bfcibks in no way create 'interest amoung the 
pupils. For referring a particular book, he has to wait for 
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ths librarian to come and open the almirahas. Sometimes 
the librarian may be busily engaged in some other work and 
can not come immediately, leaving the uork in the middle, 

Frea access of books to the students must be provided. 
For that open access system should be provided. At any time, 
the pupil can step in the school library and refer the book 
they nead without awaiting for the librarian to coma and 
open the cupboard or shelf, 

’ r” In most of the schools only accessioning of book 

KA ’ --*■ 

ass being done. Classification and catalonuino of books 
are not done in many school libraries. It must be done in 
each school library at bheir level best. At least books 
may be grouped together subjectiwise and classified. It fciR 
helps in 

1, the immediate location of books. 

2, the immediate detarmSination of its exact place as and 
when a book is received back after circulation, 

3, the immediate finding of ite proper place among other 
books on the same subject as and when a new book is rece¬ 
ived in tho library. 

Similarly the cataloguing of books must be done. The 
purpose of cataloguing is to put order in to a collection of 
books so that the volumes may be located and used for refer¬ 
ence and circulation. It may be an author catalogue or 
subject catalogue or TitiB catalogue. 




' liSMS suggested for school libraries 


/ 

Library Space and Material 

Space area for the school library must me 1875sq.ft. 

In a school having 500 pupils, at least 25 unit hook cases 
must bn provided in that school library; 

Reading tables either rou nd or rectangular must be provided 
with variety and beauty (but different from the class room 
atmosphere). Size of it must bo S’xS^-’ to enable 5 readers 
to use it. 

Chairs must be simple, strong and cDmPertable with cushion 
backs. Number of such tables and chairs required in a 
school library depends an the strength of students# 

Reading Room with a provision to accommodate at least 
15 readers should be available. 

Library Perscnels 

One trained sarvice oriented librarian. 

One Assistant Librarian (if the strength of the school 
exceeds 500 pupils) 

Tuo 3ook Lifters or Attendero. 

The above p-atterns of staff is absolutely necessary in a 
school library. 

Acquisition of Books 

Books should be acquired in consultation of selection and 
purchase committee of the school. 

The committee should consist^ of Head of Institution as Chair 
man, Librarian as convenor and 3 Teacher^as members. 
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Hooks selected should suit to the tastos and neods of the 

# 1 ' A' 


students and staff msmbors of the school. 

^olloctiDn of ilookg in Stack 


f (£* 


At least 10 volumes per students must be ovniibable in 
a school library. If the desired strength of school is 500 than J 
5000 volumes must be available in the school library. 

Classification 

Hooks sh&uld be classified subject wise and form uisa 
under the mast specific and precise heading. 


Cataloguing 

Books should be catalogued subject wise and title wise. 

It is hotter if it is done,hbased on the indGx of the curriculum 
as far as possible. 

Circulation of Books 

1 to 2 books far each student^ for aweek may be issued. 
For teachers, 5 books may be issued per week or per fortnight or 
as long as they need. Periodical return of the book mwat be 
emphasised. However issue of books must ba suspaitdad during the 
month of ji|arch to e nable the librarian to do Physical verificatio n. 

Periodical and Newspape r 

The following number of periodical and Newspapars should 
be provided in a school library, 

1, One newspaper in the Regional language. {Reginol level) 

2, One newspaper in iw English (National level) 

3* Four periodicals and magazines for literature, SeiencB,Sports 
and general subject. 
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Discardinn Books 

Evory year the following types of books »fe are to be 
disposed off periodically* 

U Books out of the prescribed syilabus* 

2* Out-dated and b uornyf out books# 

Financial Allocation 

| II II H» l M «l»W , M!>«■#« fl !i» 

At least fls.lQ/- par pupil must be provided for 
meeting the expenses on books and equipments* 

Timing 

School library should bo kstept open on hour before 
the school starts and one hour after the school closes and 
during holidays also to enable the students to use tno 
linrary leisurely* 
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CHAPTER -Ml 

j ^ “ ' ' 

(\ 1 ’** ' | ■ 1 t , ", 

R^O^H ENDATIQWS FOR IRPRQUEHE NT Of SCHOOL -U -I-1RARY 

1/ The library plays a vital role in t^o all round 
development of children* The reflection of the outside world 
is only through the media of books. Hence a sincitre attempt 
is to be mado to give the children something special and 
really designed for them. To spread out vista of knowledge 
in the growing minds, a collection of valuable reading 
material is trie answer. To accommodate that knowledge trea¬ 
sure^ a library in a sbhaol is absolutely necessary. 

2* The room selected for library in a school may be 
healthy, attractive, well ventilated with proper lighting 
facilities to produce a feeling of respect for it,on the part 
of the clientele. It must be in the centre of school premises 
and free from any disturbances of the school. 

3_. The library should be well decorated with pictures, 
wall-hangers, flower pots and it must be the cynosure of the 
school with all facilities so that pupils are to be drawn 
to the library naturally, during leisure time. 

4, Functional efficiency has to be borne in mind in 
providing furniture, book shelves, table, chairs, reading si 
desks, etc, Ths artistic effect also are to be taken into 
consideration while desingning the school library. 
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1hs reading roam of the library must be provided 
uith reference materials such as encyclopedias, dictionaries 
and cosher reading materials so that whenever the students 
get any doubt in their lessons they may bo tempted to qet xio 
in-to the library and refer them. 


6* Parent Teacher Assoeiation may ho established in 
each school and the parents must be informed about the lib¬ 
rary facilities available in the school and their suggestion, 
if anyj may bB obtained. 


7* In addition to the school library, class room 
libraries amy be started in Bach class under tha mutual gui¬ 
dance of class teacher and librarian and xwfe with the help 
of students. Necessary initiation should be given by tha 
class teacher to the d^udents to organise and maintain the 
class room libraries and pupils participation in running 
tha class room libraries must be encouraged by the teacher 
and tire librarian. 


0. During leisure time, pupils must bB alloyed freely 
to get into the libraries and tqkB any book or refer any 
book as they please. For this, open access system must be 
followed and books must be freely accessoable to the students 
The library must give freedom to the iudent to browse the 
books at leisure* By open access system, the reader is intro 
duced to the umbral and penumbral region of the subject 


concerned* 
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9_o Each school should have a library devslipment 
committee wherein head of institution is the Chairmap, 
the librarian is the convenor and teachors ars mambars, It 
is the look out of the committee to select the books and perio¬ 
dicals for the library. Uhile selecting tho books for school 
library the following points are to be borne in mind. i.e, 
tbe quality of the book end its characterization, physical 
production of the book, its humour, morality to suit thB 
children tastes are to be examined before selecting the 
books for the school library. 

10. The committee takes up decision in organising 
compatition usirtg library reading and in celebrating toifc 
birthday functions of eminent persons along with their 
writings. It should also arrange Library Orientation Talks, 
Opportunities must be given to t'r e pupils for creative 
self expression. 

Fugitive materials are to be collected and displayed. 

Thus pupils may be encouraged to use library for edu¬ 
cation, information recreation, inspiration etc. Oesidas the 
students may get the life long habit of reading books through¬ 
out his life. 

11♦ Library books should be classified and catalogued 
properly to enable to the students to locate the books theny 
naed. Maintance of proper records is essential for rendering 

/v 

effective and efficient library services and for this libraian 

/S 

must be service oriented and affectionate with the students 
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uith an open mind to help them in locatinp, the books er 
other reading materials they need* 

liL* Besides* central classification and cataloguing 
can be done at the time of purchase of library book to the 
school library at the inspectorate level* For this purpose 
the services af tne efficient librarians may be utilised. 

This avoids the duplication of work in each school and 
thereby uniformity can be maintained in the technical work 
so that the librarian in the school may devote his time 
in the library services of the school. 

13 * Students may be tought the methods to usb basic 
reference tools like catalogues, dictionaries, encyclopaedias, 
atlas, etc. The class room teaching should be organised in 
such a manner which makes compulsory for the students to use 
library resources* In addition, they could be given assig¬ 
nments on resources available in the library instead of text 
books only* 

14 , Students must be instructed to maintain a diary to 
note down the following information about the libarary 
books they read* 

1* Date of cammanceing tte reading* 

2, Date of completion of the reading* 

3* Name of the author. 

4. Title of the book, 

5, Year of publication. 

6* Name of the publication 

7 S New words and phrases learnt from the book. 

8. list of books in two or three sentences* 

9, A short account of striking illustration if art?. 
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j5„Tha working taomy of school library must bB extended 
□eyond the school hours. The library must be kept opened and 
□ ns hour after the school closes so that pupils can make use of 
the library facilities even after and before the school tim0ing 
and thero they make use of the leisure time constructively, 

I ^-Periodical check up of the library and its functions 
are to be made by the heads of institution. Then only the 
effective use of the library »«£ services can be increased, 
Besides, inspecting officers should also verify about the 
library services rendered to the students rather than doing 
stock verification, 

17-A special Dfficer at the Directorate level for inspect¬ 
ing the function of library in government high school and 
government higher secondary schools, So that in improvements 
can bo made in the planning and management of school library, 
towards academic excellency, 

Ifl-Purchass of library books should be made periodically 
instead of rushing for the same at the fag and of the financial 

s 

year. The quality books, well illustrated books, books suit¬ 
able to the morality of students and books suitable to the 
tastes of students can be purchased avoiding ill-printed and 
garris^hly wrapped books. Variety of reading materials are to 
be provided under the guidance of teachers, 

19-Sroper publicity must be given to the good books and new 
arrivals. The jackets of the new arrivals may be displayed on 

* at JWot am. lover Julod 
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tho notice boards* Also the list of now arrivals may bo 
circulated to the students and teachers. The now arrivals 
may be exhibited with sjcr attractive caption inside the lib¬ 
rary. Book review cuttings may bo displayed on tho notice 
boards. Also during the morning assembly session a unrtf of 
mention about the new arrivals may be made either by ths toacher 
or by the librarian with the permission of the Heads of insti¬ 
tution so that pupils may be motivated to get into the .library 
for reading new arrivals. 

20- Ifie Heads of Institution may ba delegated with 
powers to write off loss of three volumes dbt ono thousand 
volumes issued/consulted in a year(with reference to the ammend- 
ment to general Financial Rules 1963 (Illrd Edition) Chapter B 
Rule 116 (ii))vide Annaxure V 

21- The Heads of Institution may be delegated with 
powers to form a three member committee consisting of senior 
teachers of the school to dispose of mutilated/damagsd/obsolete 
volumes to t e best of interest of the library annually under 
intimation to the Inspecting officer (Amendment to General Finan¬ 
cial Rule 1963 (Illrd Edition) Chapter B Rule 116 pere (iv) vide 

Annexure V. 

2Z .In service training programme must be conducted to 
the librarians as well as to the teachers in library science 
every year to fcake them aware of new technique in library science 
and also to enable them to gain knowledge in their field of work* 
23.AH the Audio Visual Equipments must be kept in the 
library under the custody of the librarian. The school library 
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"lust serue as an lnstit . jtional mat9rlal CBnt s’- 

* 

IF all these recommendations are put into action, it 

is believed that there u m b o a , . 

a lot of improvement in the plan¬ 
ning ard manaqemant of schrmi i k„- - . , , , 

j r acnool libraries and ultimately it will 

result in the effective utilisation of library services by the 

nts during the school days and male also oven after their 
schooling period* 
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ANN £ X U R F — t 
Ij —I E P A NEU DELHI 

— S J=SLiIlQN—Q ^SC^ HOjjjL^ L^IBR AR IES IN PONEDICHERRY 19 8 9 

5 U^I ££NJiAI5J£ tq be; filled in b.y the librarian 

Name 

Designation 

Name of the Institution 

Type of school Boys/Glrls/Nixsd 

Educational Qualification 
Academic 
Profossional 


Any other special Train 
ing in Library Science 

Are you having separate room for library and 
separate reading room (please put a tick in the box 
if it is applicable) 

Separate Room for library and separate reading room 

separate room far library wherein enough 
space is provided for reading room 

No separate room for library 

Library is housed in Labaratsry 

Library is housed in staff room 

Library is housed in office room 

Library is housed in games room 

Library is housed in Other room 

Is there sufficient provision for 

Lighting (Uhat types of lights and No.of lights) 

Ventilation No. of windows ( ) No.of Fans 

How many books, almirahs and other furniture etc. 

do you have in t ; b library. 


( ) 

( ) 
C( ) 
( ) 
( ) 

( ) 
C ) 
C ) 


( ) 


Open racks(single 

faced) 

Cf) 

Open racks(Double 

faced) 

_ (g) 

Glass door Almirahs 

<h) 

Blind almirahs 


CD 

Tables 




Chairs 

Reading Desk 
Benches 
Other if any 




a? 


WtoHS Do you have a library attends? or book lifter or 
MM# any-body to assist you in library work? 


10* What ars the types of books and number of 
your school library ? 

Total No. of books ^y p | he stock 

a) Curriculam based books 

b) Novel/Story/Books 

c) Books on As Science 

d) Books on Literature 

b) Books on Arts and Music 
f) Special Seienca Books 
h) Biographies 

General Encyclopaedia 

Dictidneries 

Year books 

Subject Encyclopglci^diatp 
Almanac 


j) Any other books 

k) Number of books added 
during the last 3 years 


1986-87 

19B7—68 
1980-G9 


books available in 


Numbed 

X —T 
( ) 

( ) 

( 5 

( ) 

( ) 
( ) 
( ) 
( ) 
C 0 
C ) 
C ) 
( ) 
( ) 

4 ) 


11, Hava you properly classified and catalogued 

the books in your library? Yes/No 

12, Do you have open shelf system or closed shelf 
system give reasons briefly. 


13. Do you allow the students to select books thoy 

are interested in by themselves Yes/No 

14. If no, uhat is the procedure followed so that 
students may get the books of their own 
interest from the school library 


15, When did you complete your certificate/Diplamo 
course in library science? 

16, Have you ever attended any Inservice Training 

programme in library science after wards Yea/lSIo 
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How many books do you issue to studonts/toachars at 
a time and hou long can they retain the boofcs 

Number of books Duration of Time 

St udant s 
Teachers 

18 a Are you getting newspapsrs/periodicals/magazines 

in your school library? If so, furnish particulars horn under. 


Language No,of No, of No, of Mo, of Mo, of 

(Tamil/ News period! periods periodi periodi 

English) papers Gals cals for- cals cals 

weekly ~t night monthly quarterly 


19, bJhat methods do you use to attract students to use library? 

a) Arranqing book Exhibition (b) Allocation campetifcicn 

c) Reading habit compettfcian (d) Any other 

20, Are you involued in the decision making of ths school library? 

21, Do the teachers suggest any books to be torn purchased 

far school library? Yes/No 

22, Is there any management committee for school library? Yes/No 

23, If yes, Are you a member of it? Yes/No 

24, If books are lost by the boorouers, do you readier 

the cost of the books from the borrower or .librarian? { ) 

25, Hou often do you make stock verification? 

a) Quarterly (b£* Half yearly (c(B Annually { ) 

26, Uhat is the average number of books lost every year? ( ) 

27, Wtonfe m»fch» Who selects the books For the school library? 
a) Head of Institution (b) Teachers (c) Librarian 

d) Students (e) ^committee consisting of all 

the #x above (f) looks selection committee (g) Purchased 
at the inspectorate level and distributed to schools 
h) Any other methods, 

28, What types of books/magazines are generally read by 

students and teachers?■ .... 


Text Ref. Novels Fictions Picture 
Books 3ooks stories 


Students 


Teachers 
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20# Do your display the latest arrivals? Yes/No 

30, If no hou do you inform dthsrs about it? 


31, Is there a library period in the time table Yes^No 

32, If yes, hou mahy periods aro provided par weak 
per section? 

vi vn viii ix x )ci xii 

LJOU/ 

33, Hau will engage the students during the library periods? 

A 


34, Is there any norm to decide the rate of purchase of 
books (£r student s/per fesacher/and also thpamount to 

be spent per student/per teacher in your school? Yes/No 

35, If yes, give details as follows 

o, ,. ., Number of books per student* ,, ,, Rs.per student 

,, ,, M Number of books per teacher ,, Fis.per teacher 

36, Are you having Audio Visual Equipments in your 

school library? Yos/No 

37, If yes, uhfero are thoy kept in school? 

a) In library (b) In laboratory 

c) In Headmaster room (c) Staff room 

38, Identify the problem that you are facing in running 
the school library? 


Date J 
Place! 


Signature of the librarian 
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ANNE X URE I_I 
N I E P A NEW. DELHI 

DISSERTATION OR SCHOOL HBARIEs IN PO NDICHERRY 19B9 
QUESTIONNAIRE TO THE HEADS 0F_ INSTITUTION 

1* Name and Address of school 

2. Name of Heads of Institution 

3. Year of Estt* of thB School 

4* TypB of the school Boys/Girls/nixed 

\jB « Present strength of tha school 

Students VI VII VIII IX X XI XII 


*4 0 S 


6,'Number of Teachers uorking in the school ( ) 

7. */Do you have a library in your school? Ye s /Mo 

8. Are you having a separate room for library and 

separate reading room? Yea/No 

9. Who is inchargB of the school library? 

a) Qualified librarian l 1 (b) Unqualified librarian 

c) Teacher cum librarian (d) Any other person. 

ID, If the librarian is incharge of the library, th en uhat 
is his/her qualification? 


Ye a/ No 


Acadamic 


Professional 


11. If the teachar is inchargo of the library t hen please mention 

a) Do you pay any extra allowance to him? Yes/No 

b) If yes, how much do you pay to him? Rs. 

c) If no, do you provide him any relief from 

his teaching period? Yes/No 

d) Uhat is the Qualification oftha teacher cum librarian ( ) 

e) Has he got any special training for handling Lib. Rook Yes/No 

12, Do you charge library feds from students Yes/No 

13. If yes, uhat is the amount per student? (Rs° ) 

14, If no, give ©Basons briefly? 


15, How the library fees are being utilised? 
a) In purchaseing books/Qournals 
In purchaseing library furniture 
c) By remitting the amount under Revenue hedd 


C ) 
( ) 
( ) 
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Hou many type of library do you have in ySur school? ( ) 

a) General library (b} Class library 

c) Subject library (d) Any other 

Uho selects books/journals/other materials for your 
school library? f ) 

a) Library committee (b) Head ofInstitution 

c) Librarian (d) Any other person 

la your librarian a member of the library committee 
or book selection committ4S? Yes/No 

Hou are the book purchased for the library? ( ) 

a) Purchased annually adopting usal procedure 

b) Purchased from book fair/£xhibution/at the fag 
end of the year 

c) Purchased at the Inspectorate level and distributed 
to schools 

Is there a library period in the time table? Yes/No 

If vgb, hou many periods are provided per ueek per section? 
Wb. VI VII VIII IX X XI XII 

r 

No.of period 
No,of section 

If no, uhat are the difficulit&as in allocating library 
period in the class time table? state briefly 


c) 

e) 


Hou do you encourage the students to^use ,school library? 

a) Arranging book exhibition (b) Ellocuation competition 
Reading habit competition (d) Story tailing 
Discussions 

fc) If books are lost by teachers, Do you recover 

the cost of books from the teacher or librarian? ( ' 

aye. 

b) If books^lost by students, Do you recover the co©t 

af the books from the students or librarian^ ( ) 

Is there a book bank scheme for text books? Yes/No 

Is there a separate text book collection? Yes/No 

Are books issued to the d;aff and pupils for 

home reading? Yes/No 

Uhat is the total number of books issued during lc^st 3 years"? 

19"B6—-87 1987-B8 19 &8->aP- 

i'xS' TV »';v> 


1. Teachers 
2 a Students 
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29« How often do you take stack verification? ( ) 

a) Cluartsifi/ (b) Half yearly (c) Annually 
30, Uhat is the average number of books la at overy year? { ) 

3fl'. Oo you adopt any procedure to write off books? Yes/No 

32, If yes, uhat is average number of bonks 

written off every year? {,. Books) 

33, Do you/ writs off books for the following reasons, 
if so, state the number of books written off so 
far against each head? 

a) 'Jorn out No. of books ( ) 

b) Out off date information No* of/ books ( ; 

c) Lost without trace No, of books ( ) 

d) Any other reason No. of books ( ) 

34, idhat is the library fees collected from the 
students per year. 

19B6-B7 1987-08 1980-89 

Library fees collected 

35, Uhat is the total expenditure fcwH towards library 
for the 1 Rst thrae years? 

1986-87 1907-09 1983-09 

a) Purchase of books 

b) Purchase of journals 

c) Other materials maps, 
charts etc. 

Total 

36, Is there any norm to purchase books based fin the 


number of students and numoer of teacher? Ye s /No 

37, If yes, how much do you spend per gtudent^per teacher 

a ) ______ nurpber of books per student———Re,per student 

b) ----- number of books per teacher - - - -Rs,per teacher 
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J you 

38, Are^having Audio Visual Equipments in your school? Yog^-Mo 

39, Uhars do you keep tliern in the school? { ) 

a) In library 

b) In laboratory 
cj Staff room 

d) Office room 

40, Do you taka stock verification ovary year? Yos/Mo 

41, If yes, what ip the average number of books 

lost every ^ear? ( ) 

42 , Uhat is the procedure for uritinq nff ths 
books from the library? 


43, Uhat is average number of books written off every year? 


a) Uorn out ( ) 

b) Q u t of date information ( ) 

c) Lost without trace ( ) 

d) Othar reason ( ) 


44, Meads ofinstitution are requested to give suggestions 
for improvement of school libraries and for the 
optimum ase of the same by t'-e students. 


Place: 
Date i 


Signature of the Head of Institution 
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A N N £ a U R £ - III 
HIEN NEW DELHI 

DISSENTATI DM DM SCHOOL LIBRARY IN PQNP I CHERRY 1 9D9 

QUESTIONNAIRE TO THE TEACHER 

Name of the Teacher 
Designation 

Qualification (a) Academic 

(ta) Prof iesoional 
Name of the School 

Type of the School Boys^Girls/Mijeed 

Uhat are the subjects that you teach in this school? 

What is your Teaching Experience (as nn l-Z-'PQ) 

Do you use the school library for reference work? Yes/No 
Do you encourqqo the studentc to use tl’s-xjhool library? Yes/No 
If yes, how do yiu encourage this? 

a) ay giveing library based homework 

b) By taking them to the library room 

c) By makijing thorn refer dictionaires to 


13. 

14. 

15 . 


find meaning to new words 

d) Discusing with the librarians the naed 
of tie students 

Do you get books/journals that you need from 
your school library? 

What type of books do you liko to have'in your 
school library? 

a) Books relating to syllabos 

b) Poetry/Novels/Stories/Drama 

c) Books on Science/Technology 

w 

d) General knowledge bocks 

e) Biographies 

f) Any other books 

How many books do you refer in your school library 
in a month approximately? 

Do you have the practice ofl reading improtant ns«g 
from the news paper in the morning assembly daily? 

Who is incharge of the library? 

(a) Librarian (b) Teacher 


( 

( 

c 


) 


( ) 

Yes/No 


( 

< 

( 

i 


) 


C ) 


) 

) 
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16e What help do you provide to students for dovalopinD 
the reading habits? state briofly? 

17. What are ths sugcaations to make the maximuoin usa of the 

library keeping in view the present sdituation?state briefly 17 

10* Do you think your school librarian is helpful in ancourarning 

the students to yss school library and help teacher aisopYag/No 

19, Have you ever suqnestod the librarian to purchase banks 

of your subject that you are teaching? Yos/No 

20, Is there any problem in purchasing books ofyour 

suggestion in your school library? Yes/No 

21, If yes, uhat are they? state briefly? 


22, ulho is purchasing books for your school library? 

a) Purchasing committ/.^n 

b) Head of Institution 

c) Librarian 

d) Supplied from the Inspectorate 

23b How are tJStr hooka kept in tho school library? 

a) Open access ^ ^ (b) Closed access 

24, Are you satisfied with the present working 

’ system of your school library? Ye 

25* Do you use an y Audi! Visual Equipments in 

your teaching? 

26, If yes, (a) What are they? 

(b) Where are they kept? 


Yes/Wo/No comments 


Yes/No 


27. If given the charge of school library to you 
how will you improve it? State briefly, 

-‘i.i'.inMi'*'-"-* — rm — m — ~ ~ * — "■ — " " 


Place! 


Date : 


Signature of the Teacher 
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fl N N £ X U R E IV 
N I E P A NEU DELHI 

DISSERTATION ON SCHOOL L IBRARY IN PONDICHERRY 190£ 
QUESTIONNAIR E TO THE, STUDENTS 

’ 1, Name of tha School 

2, Name of tha Students 

3, Class in which ha/she studying 

4, Do you have library facilities in your school? Yes/No 

5* Is your school library a landing library or 

reference library or both? ( ) 

6* Does your school library functions during 

a) Working hours on school days flfes/No 

b) Even after working hours on school days Yes/No 

c) During fensftslz holidays Yes/No 

7* Do you like to riise school libraries 

during holidays Yes/No 

8a Do you read, from your school libraries, books Yas/No 

9. If no, tell methe protjla reason 

§) Not aware of the books issues facilities in school library 

b) No interest in reading books Jobb other than text books 

c) Interesting books are not available in school library 

d) Find no leisure time to read library books. 

e) Parents prohibit reading books other than text books 

f) No idea about the importance of extra reading 
by using the library 

g) Due to difficulitiies in getting books 

10. If yes, what type of books do you read from school library? 

a) Text books in english/Tamil (b) Novels/Story books 

c) Biographies (d) Poetry and Drama 

a) Books on Travel (f) Books on general 

-knowledge 

g) Books on Sciencd (h) Books of picture staries/comica 

11. Uho inculcated in you the habit of using library? 

a) Librarian $b) Teacher (c) Head of Institution 

d) Parents (e) Friends/Classmates (f) Any other 

12. Does the librarian help you in getting you books 

that you need? Yes/No 
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13, Are you allayed to select ths books of your 

choice from the school library? Yes/No 

14# What is the system followed in your school 
library for the issue of books? 

On presenting the borrower's card 

b) By signing the Issue Register 

c) Any other manner 

15, Hoy many books can you take from your school 
library at a time? 

aX One book (b) Two books (c) As many as you want 

16, Hoy long can you keep the library books with you? 

a) One week (b) 0 n s fortnight 

c) Dqb month (d) As long as you want 

17# Do you gat books of your interest from your school library? 


18. Are magazines available in your school library? Yes/Wo 

19, If yes, (a) do you read them Yes/Wo 

(b) uhat type of magazines do you read? ( ) 

20# Do you use refarencebooks like dictionaries 

and encyclopaediaas? Ves/Wo 


21# Why do you use the library? 

a) To increase knowledge 

b) To prepare for examination 

c) To get pleasure by reading 

d) To spend the leisure time usefully 

e) To impress teacher and parents 

f) To complete the homsuork/assignmBnts 
gOl Any other purpose 

22. How many books do you read in a fortnight? 

23. Do you pay any fine forlpon-return/belated return 

of the books in the school library? Ybs/No 

24. Are you satisfied with the services rendered in 

your school library? Yes/No 

25. Do you think that fc^e more books bre to be added 

to ths library? Yes/No 

If yes, what type of books are to be added? 


PI ac e S 
Date i 


Signature of the student 
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M^.Ll^X.TQ GE NERAL FINANCIAL RULES. 1S63 (3rd Ed) 


PAGE 38 


CHAPTER 8 


RULE 99 


The following words shall be added to the last 
sentence in the 'Note* below rule 99:- 

11 but exeluding books, publications, periodicals etc, 
library. ! » (Ministry of Finance (Dept, of Exp.) 0. F!. I'Jo.F. 23 (?)- 
E*II(A)/B3 dated and Oeptt. of Supply U.0.No.I.D.MO, 

P 111-3(5)02 dated 17-1-33 and C.A.P.'s U. Q, No „1964 - TA.Il/ 
21-G3 dated 23-13-83. 
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CHAPTER 8 


RULE 116 


For the existing Government of India's decision(l) 
below rule 116 the fallowing shall be substituted: 

" Government of India's decision (l) The position of 
library books, etc. is different from that of othsr stores. 

*» 

Accordingly, Ithe following procedures shall be observed for 
purchase, write off, disposal of mutilated/ damaged books and 
physical verification of books in the libraries attached to the 
various Department^ Officssi- 

(i) Librarian (not below the rank of Deputy Secretary to the 
Govt, of India) subject to the power dolegated under Dele¬ 
gation of Financial Power Rules, 197S may purchase books 
etc. from the reputed and standard book-sellers on the 
prevalent terms and conditions. Tenders need not be called 
for this purpose. 

(ii) Loss of three volumes per one thousand volames issued/cons¬ 
ulted in a year may be taken as reasonable provided such 
loss can not be attributed to dishonesty or negligence on 
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tI'D part of the librarian. Loss of a book of the value nrcee- 
ding Rs*20D/~ (Rupees tuo hundred and the books of special 
nature and rarity shall .invariably be investigated and ccn se¬ 
quential action taken. All such losses will however be written 
off only by a competent authority, 

(iii) Librarian who is of the rank not below Deputy Secretary to 
the Government of India or Hoad of the Department may write 
off the loss of volumes mentioned in the ^receding paragraph 
provided the total value of all such books, etc, does not 
exceed the monetary limit prescribed in the Delegation of 
Financial Power Rules, 1978 for Head of a Department in res¬ 
pect of deficiencies and depreciations in the value of stores 
(other than a motor vehicle or a motor cycle) included in the 
stock and other accounts, In the event of the tatal value of 
exceeding the monetary limit specified above, the loss of 
books shall be written off by the competent authority as 
as specified in the Delegation of Financial Power Rules,1978, 

(iv)There may ba no objection to the Librarian disposing of 
mutilated/damaged/obsoleta volumes to the bast of interest 
of the Library, However, the disposal of such volumes should 
ba made on the recommendations of a three member Committee 
to be appointed by the Administrative Ministry/Department 
which shall decide whether the books mutilated/damaged/ 
obsolete are not fit for further use. 
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(v) Complete anmral physical verification of books should 
be done ovsry year in the case of Libraries hawing not 

' ttosjo 28 more than 20,000 volumes and hot fewer than two 
library qualified staff. In case there is only one 
qualified staff the verification may be done as per 
sub-para (vi) 

(vi) Complete physical verification at intervals of not 
more than three years should be done in the case of 
libraries having more than 20,000 but not morB than 
50,000 volumes. 

(vii) Sample physical verification at intervals of not more 
than five years may be dono in tha case of libraries 
having more than 50,000 volumes. If such a sample veri¬ 
fication reveals unusual or unreasonable shortage comp¬ 
lete verification shall be dons, 

(viii) The verification should always be subject to surprise 
test cheek by soma independent officers. The decision 
regarding the selection of the staff to whom this work 
may be entrusted, should be taken by the Administrative 
Hinistrias/departments and Head of Departmert s.Jt 


(Ministry of Finance Q.M.No,23( 7 ) - E- II (A)/ 83 
dated and C A G*s U.Q. No,1964 - TA.II/ 21-83 
dated 23-12-83.) 




LIST DF SCHOOLS THA T REFOLDED TO Tile Hj U E3T11 1 M M AIR ~ 

1, Calve Collage Govt,Higher Secondary School, Pondicherry. 

2 , Thiruvalluvor Govt,Girls Mr,Sec, School, Pondicherry, 

3, Sinnatha Govt,Girls Mir, Sec, School, Muthialpet, Pondicherry, 

4, QsBvananclam Govt, Higher Secondary School, rindaliarpet, Pondy, 

5, Navalar Noduncliezhien Govt.Hr,Sec, School, Lauapst, Ponjly, 

6 , Kannagi Govt,Girls Mr,Sec, School, Villianur, Pondicherry, 

7, Srtfi Krishna Rajalu Chettiar Govt,Hr.Sec,School, Kurusukuppam,Pondy, 

8 , Kalaignar I'arunanidhi Govt.Hr,Sec.School, fladagadipot, Pondy. 

9, Bharsthi Govt. Hr. See, School, Bnhoor, Pondicherry, 

13, TsT*T,Ui.Ka.Govt. Boys School, Pondicherry, 

11, Veeramamunivar Govt. Boys High School, Pondicherry, 

12, Subramania Jharathiyar Govt,Girls High School, Pondicherry. 

13, Susilabai Govt. Gir-ls High School, Pondicherry, 

14, Komaraj Govt, Boys High School, Nuthiclpet, Pondicherry, 

15, Govt. High School, Murungapakkam, Pondicherry. 

16, Govt. High School, Rediar palayam, Pondicherry, 

17, Govt, High School, Gfeandhi Nagar, Pondicherry, 

IB, Govt, High School, Thondamanathan, Pondicherry. 

19, Thanthai Periyar Govt. High School, Ariyankuppam, Pondicherry. 

20, Kasthuri 3ayo Govt.Girls High School, Bahoor, Pondicherrjf, 

21, Ramamoorthy Govt, High School, Kladugari, Pondicherry 
2 ?» Govt, High School, &nfaalatn, Pondicherry, 

23, Govt. High School, Kompakkam, Pondicherry, 

24, Govt, High School, fludnliarpet, Pondicherry, 



